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1. IlosicHuTEILHAS 3aIIHCKA
1.1. Heanb u3agaum JMCUMILIUHBI (MOTYJIsSA)
Llenv OucyuniauHwvl: TOATOTOBUTH BBIMYCKHHMKA, BIAJCIOLIEIO HABBIKAMHU BEACHUS KaJpOBOTO

JACJIOIIPOU3BOJCTBA.

3agauu AUCHMILIMHBI :

J CdopmupoBaTh y CTyIeHTa KOMIIETEHIMH, MO3BOJSIOIIUE €My BBINOJIHATH BECh
KOMILJIEKC paboT M0 KaJIpOBOMY JIEIOIPOU3BOJICTBY;

J CdopmupoBaTh y HETO KOMIUIEKCHOE MPEICTABICHUE O CUCTEME JTIOKYMEHTAIMH I10

JIMYHOMY COCTaBY;

. Hatp nipeactasieHne o0 ypoBHE perjiaMeHTAIlMU KaJpOBOTO JIETOMPOU3BOJICTBA B
PD;

. Hayuuts crynmeHTa cOCTaBIATh W O(OPMIISATH OpPraHU3AIMOHHBIC KaJpOBEIC
JIOKYMEHTHI,

. Hayunth cTygeHTa [OOKYMEHTHpPOBAaThH OCHOBHBIE KaJpOBBIE MPOIEAYpPHl B

COOTBETCTBUM C TPEOOBAHUSAMM 3aKOHOATEIbCTBA;

. Hayuute crysneHTa opraHu3oBbIBaTh paOOTy KaApoBOMl CiyObl, COCTaBISATh
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PEIVIAMEHTUPYIOLUE €€ ACATCIbHOCTD.

. OOy4uTh OCHOBHBIM TEXHOJIOTMYECKUM IpPUEMaM JEeJIONPOU3BOJCTBEHHBIX

OHepaHHﬁ, OopraHu3alvv XpaHCHUA KaHpOBOﬁ AOKYMCHTAIlUH.

1.2. (I)opanyeMble KOMIICTEHIIMA, COOTHECCHHLIC C INVIAHUPYEMBIMHU Ppe3yJibTaTaMu

00yuyeHus1 Mo IUCUMIINHE (MOIYJII0):

B pesynpTaTe OCBOEHHS AHUCHUUIUIMHBI OOYydYarolIMWcA JOJDKEH JIEMOHCTPUPOBAThH

CIIeIyIOIINE Pe3yabTaThl 00pa30BaHUS:

Koount Cooepycanue Komnemenyui Ilepeuens naanupyemoix pe3yibmamos
Komnemenuyuu 00yueHus no oucyuniune
OK-04 CIOCOOHOCTh UCIOJIB30BATH OCHOBBI 3HaTh:
[IPAaBOBBIX 3HAHUU B Pa3IUYHBIX - HOPMAaTUBHO-IIPABOBYIO 6azy
cdepax 1eqaTeabHOCTH KaJIpOBOTO  JEJIONPOMU3BOACTBA B

Poccuiickoit denepanuy;
- TOpANOK  TNPUMEHEHUS  HOPM
TPYIOBOIO IIpaBa;

YMmeTs:




- pabotaTb C TPaBOBBIMH aKTaMH,

peraaMeHTHPYIOIUMHU BOIIPOCHI
JOKYMEHTUPOBaHUs TPYZOBBIX
OTHOWICHUHA M pabOThI C KaJPOBBHIMH
JOKYMEHTaMH,

- OIpEeneNsiTh MO0 HOPMAaTHBHOW Oase
COCTaB 00s3aTENIbHBIX W YCJIOBHO-
06513aTeJIbHBIX AOKYMCHTOB,
0(OPMIIAIOIINX TPYAOBBIE OTHOIICHHSI
C paOOTHUKAMH;

Bnaners:

- HaBbIKAMHM aHajJu3a MpaBbIX aKTOB,
BEISIBIICHUS HEO0XOIMMOH
perjamMeHTupymomeid uHpopMauu o
JIOKYMEHTUPOBAaHUH TPYIOBBIX
OTHOLIEHHH © paboTe ¢ KaapoBOH
JIOKYMEHTaUEH;

- HaBBIKAMHM  IPUMEHEHUS  HOPM
TPYJIOBOTO npaBa B

po¢eCCHOHATBHOMN e TETbHOCTH.

OIIK-6

CIIOCOOHOCTH pemaTh CTaHAapTHBIC
3a1a4u MpoQecCHOHATBHON
JEATEILHOCTH Ha OCHOBE
WHGOPMAIIMOHHON 1
o6ubnuorpaduyeckoit KyabTypsbl ¢
MpUMEHEHHEM UH(POPMAIMOHHO-
KOMMYHHUKAI[MOHHBIX TEXHOJIOTUI U C
Y4€TOM OCHOBHBIX TpeOOBaHUM
MH(POPMALMOHHOM 6€30MacHOCTH

3HATh:
- JleWicTBylomMe MNpPaBOBBIE  AKTHI,
METO/INYECKHE pa3paboTku,

JIOCTYIHBIE ~ WH(GOpPMAIMOHHBIE U
JJIEKTPOHHBIE  PECypChl,  JANOIIUE
nH(pOpMaLIMI0O O TOpPSIKE BEIEHUs
KaJpOBOTO JIE€JIONPOU3BOJICTBA;

- TpeboBaHus  MH(POPMAIMOHHOMN
0€30MacHOCTH IpU paboTe ¢ KaJpoBOii
JIOKYMEHTAIEH;

YMers:

- COCTaBIIATh JIOKaJIbHBIE
HOPMAaTHBHBIE  aKTBl, COJEp)KAILUE
TpeOoBaHusI K  MHG(OPMaLMOHHON
0€30IaCHOCTH ~ JOKYMEHTalluu |
coJiepskanieiicst B uHpopmanuy;

- OCYILECTBIISATH MPO(HECCHOHAIBHYIO
JeSITeNIbHOCTD Ha OCHOBE
YCTaHOBJIEHHBIX METOJUK  BEJIEHUS
KaJpOBOTO JEJIONPOU3BO/ICTBA;

Bmaners:

- JIOKYMEHTHUPOBaHHMS  KaJpOBOH
NeSTeIbHOCTH, paboThl € KaapoBOI
JOKYMEHTallMe, OopraHu3aluud  ee
XpaHEHUs1 Ha OCHOBAaHUU TpeOOBaHUM
MPAaBOBBIX  AKTOB,  METOJUYECKHUX
MaTepuajoB M C Y4ETOB oOecreueHus
COXPaHHOCTH " 6e301macHOCTH




nH(pOMpaIuu.

1.3. MecTo IMCUMILUIMHBI (MOIYJIsI) B CTPYKTYPe OCHOBHO# 00pa30BaTe/ibHOI NMPOrpaMMbl
Hucuumummna (Moxyne) «KaznpoBoe enonpou3BOJICTBO» BKJIIOYEHA B 0a30BYIO 4acTb
npoeCCHOHATBPHOrO LUKJIA AMCUUIUIMH YYeOHOTO IUIaHA [0 HANpaBICHUIO TOATOTOBKH
«JloKyMEHTOBEICHHE 1 apXHBOBEICHHUE.
JInst ocBOeHUST TUCHUIUIMHBI (MOYJISl) HEOOXOIMMBI KOMITETCHIINH, C(hOPMUPOBAHHEIE B
XO0Jle M3YYCHHs  CIEOYIOIUX AWCHUIUIMH M TPOXOXKACHUs  npaktuk:TpymsoBoe mpaso,
Opranuzanus u texnosorus JJ0Y.
B pesymprare OCBOGHHMS AMCHMIUDIMHBI (MOAyNs) (OPMHPYIOTCS KOMIICTCHIIUH,
HEOOXOIMMBIC JUIS M3YYCHHS CICAYIOMINX AUCHMIUIMH (MOAYJEH) M MPOXOXKICHUS NMPAKTHK:
3amuTta 1 00paboTKa MEPCOHAIbHBIX JAHHBIX, 3allUTa KOH(UIEHIMAIbHON HHPOpPMAIUHU B

KaJIpOBOH cityx0e.

2. CTpyKTYpa JUCHHMILIMHBI (MOLYJIs1)

Cmpykmypa oucuyuniunsl (Mo0yis) 0nsa ouHou gpopmul odyuenusn (2017 200)

Obwas mpyooemkocms oucyuniunsl cocmasnsiem 3 3.e., 108 u., 6 mom yucie KOHMAKMHAL
paboma obyyarowuxcs ¢ npenodasamenem 42u4., npomesxcymounas ammecmayusi 18 u.,
camocmoamenvras paboma obyuarouuxcs 48 u.

Bunsl yaeOHOM paboTh Dopmbr mekyuiezo
Pazoen (B yacax) KOHmMpPOaA
No Hucyunaunut ycnesaemocmu (no
n/n 'y Heldenam cemecmpa)
§ Dopma
V KOHTaKTHas o
= —1 & RPOMENCYMOUHOU
S 2 |2 EE| B¢ ammecmayuu (no
= | £ |8s|EEE | 58
=t = Eé =g E 23 e'g cemecmpam)
5 Z |EZ|&EZEE 2 =
= S |£8|88p= | 2
. \8 [T <
= =g | ©
= H =
1 Benenue 5 |2 2 Cobecedosanue
2 PernamenTanus 5 |4 10 | Ilposepka domawnux
JTOKYMEHTUPOBAHHUS 4 3a0anuil u 1a60pamopHou
KaJIpOBOI pabomvi
JeSTEIbHOCTH U
paboThI C
KaJIpOBBIMHU
JOKyMEHTaMH
3 Opranuszanus 5 |2 Ilposepka u oyenxa




paboThI KaIpOBOI 4 6 1abopamopHotl pabomol
CITYKOBI
4 CocraB KaapoBoOit 5 |6 Konmponvnas paboma Ne
JIOKYMEHTAIIUH. 10 12 11,
JIOKYMEHTHPOBAHHE npoeepka u oyeHKd
1abopamopHotl pabomol
TPYAOBBIX
OTHOIIEHUU.
5 VYyer nmuuHOTO 5 |2 8 Ilposepka u oyenka
COCTARBA. 2 nabopamopHou pabomul
6 Opranuzanus 5 |2 Koumponvnas paboma No
paboThI ¢ 4 10 |2
KaIPOBBIMH Ilposepka u oyenka
npoeepka u
JOKYMEHTaMHU .
1abopamopHol pabomol
7 DK3aMeH 5 18 HUmoeosas konmponvras
paboma
UTOIO: 18 24 |18 |48

Cmpykmypa oucuyuniaunsl (Mo0yis) 0nsa ouHou hopmul odyuenusn (2018,2019 200)

Obwasa mpyooemrxocms oucyuniunsvl cocmasisem 3 3.e., 108 u., 6 mom uucie KoOHmMaKmuas
paboma obyuarowuxcs ¢ npenooasamenem 42 u., npomexcymounas ammecmayus 18 u.,
camocmoamenvras paboma obyuarowuxcs 48 u.

Bunsl yaeOHOM paboTh Dopmbr meKkyuiezo
Pazoen (B acax) KOHmMpOaA
No Hucuyunnunut ycnesaemocmu (no
n/n 2 Heldenam cemecmpa)
S Dopma
V KOHTaKTHast o
= > 1 = npomexscymouHoil
S 2 2 = = S
o < e |2 L|ELET| EE ammecmayuu (no
< Q o xR
= | £ |2E|2Ekg | ¢ cemecmpam)
2 ERls S 2 o =
5] E E Tl aTls g o w
= S |£8|88p = | 2=
& |8 Es5|S
= =5 H 2
1 Benenue 5 |2 2 Cobecedosaniue
2 PernamenTanus 5 |4 4 10 | Ilposepka domawnux
JOKYMEHTUPOBaHUS 3a0anuii U npaKmuyeckou
KaJIpOBOI pabomvi
JeSTEIbHOCTH U
paboThI C
KaJIpOBBIMU
JOKyMEHTaMH
3 Opranuzanus 5 |2 Ilposepxa u oyenxa
paGoThI KaAPOBOit 4 6 npakmuyeckou pabomol
CITYKOBI




CocTaB KaapoBOU 5 |6 Koumponvnas paboma Ne

JIOKyMEHTaLUH. 10 12 |1,

JIOKYMEHTHPOBAHHE npoeepka u oyeHKd
npakmuyecKkou pabomol

TPYIOBBIX

OTHOIIEHUU.

Y4er TM4HOTO 5 |2 8 Ilposepka u oyenxa

COCTaBAa. 2 npaKkmu4eckou pabomoi

Opranu3anus 5 |2 Konmponvnas paboma Ne

paboThI C 4 10 |2

KaIPOBHIMH Ilposepka u oyenka
npoeepka u

JOKYMCHTaMHU .
npakmuyeckou pabomol

DK3aMeH 5 18 HUmoeosas konmponvras
paboma

NUTOIO: 18 24 18 |48

3. Coaepxanue TUCHHNIHHBI

HaumenoBanue pa3jaeina
AMCUHUILIMHBI

Conepxanue

Bsenenne

IIpenmer, 3agaum, coaepkaHHe Kypca.

XapakTepuCTUKa COBPEMEHHON CHUCTEMBI KaJpOBOU
JOKYMEHTauuu.  B3anmocBs3b IIPOLIECCOB
YIPaBIICHUS [IEPCOHAIIOM C COCTaBOM M IOPSIKOM
(hopmMupoBaHus CHUCTEMBl JIOKYMEHTALIMK IO
JUYHOMY cocTaBy.MecTo Kypca cpeaum JIpyTHX
HAY4YHBIX  JUCHUIUIMH:  «JlOKyMEHTOBeIeHUE,
«OpraHuzanusi ¥ TEXHOJOTUSA JOKYMEHTAIMOHHOTO
obecrnieueHus YIIPaBJICHUS», «YnpaBieHue
nepcoHasiom», «I'pynoBoe npaBo» u ap.lictounnku
HU3y4EeHUS Kypca. 3aKOHOJATeIbHbIE U HOPMATHUBHO-
MpaBOBBIE

AaKThI, HOPMAaTUBHO-MCTOJUYCCKHUC

JAOKYMCHTEIL. OtcuecTBEeHHAS HCTOpI/IOI‘pa(bI/I}I.

PernamenTanus

3aKOHOI[aTeJ'H>HBIe W HOPMAaTHUBHO-ITPABOBBICAKTEI.




JOKYMEHTHPOBAHHS KaJPOBOU
NeSITeIbHOCTH U PabOTHI C
KaIpOBBIMH JIOKYMEHTaMHU.

TpynoBoii kogexkc Poccuiickoit ®enepanun
KaK OCHOBOHM MPABOBOM aKT, ONMPENEIAIOUINNA COCTaB
U TOpAIOK OQOpPMIICHHUS JIOKyMEHTOB o
YCTaHOBJICHUIO TPYAOBBIX OTHOLICHUH U TPYIOBOH
NEeATEeILHOCTH PabOTHUKA. 3aKOHOJATEIbHBIC aKThI
Poccun 0 JOKyMEHTHpPOBaHUM OTIEIBHBIX CTOPOH
TPYIOBOM JEATEIBHOCTU  Pa3iIU4HBbIX KaTEeropui
pabOTHUKOB. 3aKOHOJATEIbHBIE aKThl CyOBEKTOB
Poccuiickoit  ®denepanmu, VYkasbl Ilpe3uaenra,
[TocraHoBiEHUS U pacHOpsHKEHUS MPaBUTEILCTBA

Poccuiickoit ®enepanun.

HOpMaTI/IBHO-MeTOI[I/I‘{eCKI/Ie AOKYMCHTEI .

KBanuduxanoHHs1i CIIPaBOYHHUK u
npodecCHOHaIbHBIE CTAaHAAPTHI, KAaK OCHOBHBIC
HOPMATUBHBIE JOKYMEHTBI, perjaMeHTUpPYIOLIHe
TpeOOBaHUS K KBaJIM(UKALMK, 3HAHUSIM U YMEHUAM
paboTHuKoB. OOmepoccuiickue Kiaccu(uKaTopbl
TE€XHUKO-IKOHOMUYECKOU u COLIMAJIbHON
UH(OPMALINK, YCTaHABIMBAIOIIUE COCTAB U MOPSI0K
3aI0JIHEHUS KaIPpOBBIX IOKYMEHTOB.

TunoBble TMEpeYHU U CPOKH XPaHEHUS
JOKYMEHTAI! o JTUYHOMY COCTaBY.
PerynupoBanue opranu3zanuy apXUBHOTO XpaHEHUS
JOKyMEHTalMd 0  JMYHOMY  COCTaBy B
HOPMAaTHUBHO-METOANUYECKUX TOKyMEHTax PD.

PazpaboTku ['ockomcrara P® o
YHUPHUKALUN bopm IIEpBUYHON Y4ETHOU

JIOKYMEHTAIUU.

Opranuzanus paboThl KaapoBOi

CITYKOBI

CTpyKTypBbl KaJpOBBIX CITy*k0. UnCIeHHbIN
U JIOJDKHOCTHOM  coctaB  ciyxObl.HopmaTuBel
BpEMEHH Ha pabOTHI IO yUETy KaJIpoB.

3amaun W (QYHKIUU KaapPOBOU  CIYXKOBI.
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[lonoxxenne 00 otaene KaapoB (yNpaBlICHUH,
JenapTameHTe U Jp.), Kak OCHOBHOM HOpPMAaTHMBHBIN
JOKYMEHT o OTIpeIeNICHUI0 CTPYKTYpBHI,
YHUCIIEHHOCTH, BUJOB PabOT 3TOro MOApa3AeieHHUs.
[Mopsimox  pa3paboTku, cocrtaB WHPOPMAIUKA U
CTPYKTYpa TEKCTa MOJOXKECHHS. 3aKpeIUIeHHE IpaB,
OTBETCTBEHHOCTH, B3aMOCBS3€H OT/Ie1a KaJpOB.

JIOMKHOCTHBIE WHCTPYKLIMU,KAK OCHOBHOMU
MpPaBOBOM  aKT,  ONpEACTSIOIIMNA  MPaBOBOE
MOJIOKEHHE PAOOTHUKOB KaJpPOBOH CIIy)KOBI U
OpraHu3anuio ux Tpyna. Haznauenme 10KHOCTHBIX
UHCTPYKIUH.

NHucrpykuus o KaJpOBOMY
JIeTIOTIPOU3BOJCTBY, KaK OCHOBHOH HWHCTPYMEHT
NOBBIIICHUST d(PPEKTUBHOCTH PaOOTHI  KaJIPOBBIX
noJipa3eneHui B chepe KaJIpOBOTO
JIEJIONPOU3BOICTBA.

Pernamenramust paboOThl € MEPCOHAIOM B
JIOKaJIbHBIX HOPMAaTUBHBIX aKTax u
OpTraHU3aIMOHHBIX JOKYMEHTax (ycraB
OpraHu3allii, TpaBWIa BHYTPEHHETO TPYJOBOTO
pacropsijika, MOoJI0KeHHE O TIEPCOHANBHBIX JTaHHBIX,

KOJUIEKTUBHBIN JTOTOBOP U JIp.).

CocTaB kajpoBOW JOKYMEHTAIUH.
JIoKkyMEHTHPOBaHUE TPYAOBBIX

OTHOIIEHU.

XapakTeprucTrka CHCTEMBI KaJpoBOi1
JOKYMEHTAlluM, €€  COOTBETCTBHE  OCHOBHBIM
3aadaM 1o 1noadopy, yueTy U pacCTaHOBKE KaJIpOB.
OO0s3arenbHas U YCIOBHO-OOs13aTeNbHAsl KaJpoBas
JOKyMEHTALUSI.

OpraHu3anMoHHblEe JOKYMEHTBI — IITaTHOE
pacnucaHue, CTPyKTypa M IUTaTHas 4HUCIEHHOCTD,
rpaduK OTIYCKOB.

PacniopsimuTenbHble JOKYMEHTBI — MPHKA3bI

(pacmiopsikeHus1) MO JUYHOMY cocTaBy. OOmime
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TpeOoBaHUS K OPOPMIICHHUIO U CPOKAM MOJATOTOBKH.

WudopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI —
3asIBJICHUSA, MPEJICTaBICHUS, YBEIOMIICHHUS, aKThI,
JOKJIaJTHbIE U OOBSICHUTEIbHBIE 3aITUCKH.

VYyerHbie GOPMBI 1 UX HA3HAUCHUE.

[Ipuem pabotHukoB Ha padory. CocraB
HEePCOHANIbHBIX JIOKYMEHTOB paboTHUKA,
IPEJICTaBISIEMbIX paboToaTento JUIS
YCTaHOBJICHUSI TPYAOBBIX OTHOLICHHH. TpynoBoun
JOTOBOp -  3aKOHOAATENbHOE  3aKpeIuieHue
TpeOoBaHUN K CTPYKType TEKCTa, TMOPSAKY
cocraBneHuss u  odopmienus. IloaroroBka u
odopMIIeHHE TPUKA30B (PaCIOPSDKEHHI) O TIprUeMe
Ha paboTy. AHKETHI, aBTOOMOrpadum, pe3romMe u Ip.
JOKYMEHTBI, 3all0JTHSEMbIC IIPH TIpUEME Ha padoTy.
Buecenue cBeieHnii B TPYAOBYIO KHIDKKY U JTHYHYIO

KapTO4YKy pabOTHUKA.

JlokymeHTupOoBaHuE  JIBHJKEHHsS  KaJpOB.
BI/II[I)I IEpEBOJOB. CoctraB u MOPAJOK M3OAHUA
JOKYMEHTOB, O(OPMIISIOLINX MPOLEAYPY MepeBoja.
Coneprxanue, MopsAA0K MOATOTOBKH U Oo(opMiIeHus
MIPUKA30B (pacniopsikeHHil) 0 IIEPEBOJIE
COTPYJIHHUKOB. JIOKYMEHTBI-OCHOBAHHUSI K MpPHUKa3aM

0 IMCPEeBOAC.

Buner ormyckoB. Ilopsmox  odopmieHus
€XKEroJIHOT0 OYEPEHOTO OIUIAYMBAEMOTO OTIyCKa.
I'paduk oTmyckoB, coctaB, colepkKaHHE, TOPSIOK
MOATOTOBKH u odopmiieHus MPUKA30B
(pacnopsixeHuit) o MPEAOCTAaBICHUHN OTIYCKa.
ITopsmok  mepeHoca  ormycka.  JIOKyMEHTBHI-

OCHOBAHUA K ITpHUKa3aM 00 OTITyCKax.

[Topsimoxk  odopmieHHs KOMaHIUPOBOK —
COCTaB JOKYMEHTOB, oopmItsTFOIIIIX

KOMaHIMpoBaHUE pabOTHUKA, COAEpKAHHE U
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TOpAIOK IMOATOTOBKHU IMTPUKAa3a O KOMaHAUPOBKE.

Bunsr noompennii. Coaepikanue, MOpPsIOK
MOJITOTOBKU u odopmiieHus MIPUKA30B
(pacriopspkeHUH) O TOOHIPEHHH  paOOTHHKA.

I[OKYMCHTBI-OCHOBaHI/ISI K IIpUKa3aM O MOOIIPCHUM.

Bunnr JACUUATUTMHAPHBIX B3BICKaHUH.
Coneprkanue, TOPSAIOK MOJATOTOBKH U O(QopMIIeHUS
MIPUKa30B (pacriopsKeHHi) 0 B3BICKAHHH.
JIOKyMEHTBI-OCHOBAaHHUS K MpPUKa3aM O HAJIOXKEHUU
JTUCHUIIIIMHAPHOTO B3bICKaHUS. AKTBI 00 OTKa3bl

JaBaThb 00BACHEHHS K 3HAKOMUTLCS C IIPpHUKAa30M.

[lopsgok  mpoBeneHus aTTecTaluuu
paboTHUKOB B opraHuzauuu. CocTtaB JOKYMEHTOB,
oopmisrommx npouenypy. Conepxanue, mopsaoK
HOJIFOTOBKU u oopmienus IIPUKA30B

(pacriopskeHuit) 00 aTTecTaIuy.

[Topsinox YBOJIbHEHUS pPabOTHUKOB.
OcHoBaHust  yBosIbHeHUs pabOoTHHKOB. CocraB
JOKYMEHTOB, oopmrsrOImINX poueaypy.
Coneprxanue, MopsAA0K MOATOTOBKH U Oo(opMiIeHus
NpUKa30B  (pacropshkeHHi) 00  YBOJIbHEHHH.
JIOKYyMEHTBI-OCHOBAHHUS K IpUKa3am 00

YBOJIbHEHUH.

VYyeT TUYHOrO cocTasa.

Buasl  yueTHbIX  JOKyMeHTOB. JInunas
kaprouka pabotHuka (dpopma T-2): cocras

nH(pOopMaLnY, TOPSAAOK 3alOJHEHUS U BEACHUS.

HOpMaTI/IBHaH H IIpaBoOBasd pEriiaMCcHTaluA
nopsaaka BCACHUA JIMYHBIX [CJI. O(I)OpM.HeHI/IC n
BCACHUC JINYHBIX pI(SA) | pa60THI/IKOB. CocraB
HITOCJICAOBATCIIBHOCTE PACIIOIOXKCHUA OOKYMCHTOB

B JJHYHOM JIEJIE.

TpynoBas ~ KHWKKa  pabOTHMKa  Kak

OCHOBHOM JOKYMEHT O TPYIOBOH AEATEIBHOCTH U
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TpyZOBOM cTaxke  paborHuka. OdopmieHue wu
BEJICHUE TPYIOBBIX KHIDKEK W BKJIAJIBIIEH K HHUM.
[Mopsimok BbImaum ayOnMKaTa TPYIOBOM KHHKKH.
VYuer U XpaHEHHE TPYHOBBIX KHIXKEK B
opranu3zanuyu. OTBETCTBEHHOCTh paloTojarens 3a

XPaHEHUE U 3aII0JIHEHUE TPYIOBBIX KHUKEK.

Opranu3zanus paboTsl C KaJpOBBIMU

JOKYMEHTaMU

Peructpanusi ~ TOKyMEHTOB IO JINYHOMY
cocraBy. [IpaBuia perucTpanuy 1 HHICKCUPOBAHUS
KaJpOBBIX JIOKyMEHTOB. Perucrpanuonusie Hopmsbl
(TpagMUMOHHBIE M aBTOMaTu3upoBaHHbIE). CocTaB
PEKBH3HUTOB (TIOJIEH) U PErHCTPAMU PA3THMYHBIX

BUJ0B NOKYMCHTOB U OPAAOK UX 3aIlIOJIHCHUSI.

CucremaTtuzanusi U ONepaTUBHOE XpaHEHHE
JOKYMEHTOB 0 JIMYHOMY cocTaBy. OcOOEHHOCTH
(dbopMHUpOBaHUSA B JieNa JOKYMEHTOB IO JUYHOMY
COCTaBYy. IIpaBuina CUCTEMATU3ALIUI
pacropsIUTeIbHBIX JOKYMEHTOB, YYETHBIX (HopM,
TPYAOBBIX KHKXeK. CucreMaTusalus M XpaHEHHE

,Z[OKYMGHTOB'OCHOBaHI/Iﬁ K ITpUKa3aM.

Homenknarypa pen KaapoBOH  CIIyXOBlI.
[Topsiiok MOAroTOBKH, COCTaBJIEHUs U O(QOPMIICHUS.
[IpumepHass HOMEHKIATypa /ea KaJpOBOH CITyXkOBbI.

[Tepexonsamue nena.

CpOKI/I XpaHCHUA KaZApOBBIX
,Z[OKYMCHTOB.HOILFOTOBKa AOKYMCHTOB K CHaduc B

apXuB.

DkcnepTusa IEHHOCTH JIOKYMEHTOB
KaJIpOBOM CIY’KOBI, €€ HOPMATHBHO-METOINYeCKas

OCHOBa, OpraHu3anuia U NOopsAdO0K HNPOBCACHUA.

CoctaB JOKYMEHTOB KaJpoBOil CiIyXObl,
HnoJUleXkKalluX Iepelaye B apXHB. [TpaBua
MIOATOTOBKH JIOKYMEHTOB IO JMYHOMY COCTaBy K

nepcaauc B apXuB OpraHU3aluvu. Cocrasiienue u
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oopmieHre ONUCH JOKYMEHTOB II0 JIMYHOMY
cocraBy.IIOpAOK yHMUYTOXKEHUS JTOKYMEHTOB C

HNCTCKUIMMHA CPOKAMH XPAaHCHUA.

4. Oopa3oBarejibHbIE TEXHOJOTHHI

OopazosamenvHule
Ne | Haumenosanue pazoena Buowt yueonoii pabomot
mexHonouu
n/n
1 2 3 5
1 |BBenenue Jlexyus 1. Beoonas nexyus
Camocmosmenvhas paboma
Koncynomuposanue
2 |Pernamenranus Jlexyus 2. Jlexyus ¢ npumenenuem ciauo-
JIOKYMEHTHUPOBAHUS npoexmopa
KaJIpOBOH J1eATeIbHOCTH
U paboTHI ¢ KaIpOBBIMU  [JlabopamopHas 3ansmue ¢ npumenenuem

AOKYMCHTaMHU

(npaxmuyeckas) paboma Nel — |pazdamounozco mamepuana
(Tpyooesoti kooekc, eblOepIHCKU
U3 NPABOBLIX AKMO8)

CamocmosmenvHas paboma Koncynomuposanue
3 |Opranmzamus paboTs Jlexyus 3. Jlexkyus ¢ npumenenuem cnatio-
KaJIpOBOH CITy>KOBI NpOeKmopa, OUCKYCCUs
3ausamue ¢ npumeneruem
Jlabopamopnas(npaxmuueckas) |pazoamounozo mamepuaia
pabomale?2 (8b10epoicKU U3 NPAsoGbIX
aKmos, mamepuansl 0e10601
uepul — Ketic-memaoo)
Camocmosmenvras paboma Koncynomuposanue
4 |CoctaB KaapoBOi Jexyus 4. IIpobrnemnas nexyus ¢
JIOKYMEHTaLUH. npuUmMeHerHuem caauo-
JIOKYMEHTHPOBAHHE npoekmopa
IPY/OBKIX OTHOMEH, Jlabopamopnas(npaxmuyeckas)
\paboma Ne3-T1 3anamue ¢ npumenenuem
pazoamounozo mamepuana
(8b10epIAHCKU U3 NPABOBBIX
aKmos, Mamepuaivl 0en0801
uepwvl — Ketic-memoo)
Camocmosmenvuas paboma
Kouncynomuposanue
5 |Yder muuHoro coctaBa. |Jlexyus 5. Jlexyus, ouckyccus
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Jlabopamopnas 3anamue ¢ npumenenuem
(npakmuueckas) paboma Ne§  |pazoamounoco mamepuaia
(8b10epIHCKU U3 NPABOBBIX
aAKmos, Mamepuaivl 0ei0801
uepul — Ketic-memaoo)

Camocmosmenvuas paboma Koncynemuposanue
6 |Opranuzanus pabotel ¢ |J/lexyusa 6 Jlexyus ¢ pazoopom
KaJpOBBIMHU KOHKPEMHbIX CUMYayuil

JIOKyMEHTaMHU
Jlabopamopnas(npakxmuueckas)|3ansmue ¢ npumMeHeHuem

pabomalNe 9 pazoamounoco mamepuana
(8b10epIHCKU U3 NPABOBBIX
aAKmos, Mamepuaivl 0e10601
uepwvl — Ketic-memoo)

Camocmosmenvras paboma Kouncynomuposanue

5. OneHka IAHUPYEMBIX pPe3yJbTATOB 00y4eHust

5.1. CucremMa onleHUBaHHUSA

Texymuii KOHTPOJIb OCYLIECTBISETCS B BUJE OLIEHOK KOHTPOJBHBIX pabOT U 3a/laHUi Ha
NpakTU4YecKUX 3aHATusAX. KoHTponbHas paGorta Nel BBISBISE€T 3HAHUE COCTaBa U TMOPSIKA
oopmIIeHHs JOKYMEHTOB B X0/1€ OCHOBHBIX Ka/IpOBBIX MPOIEyp, U olleHuBaetcs 10 10 6ansos,
KOHTpoJIbHAs paboTa Ne 2 moka3bIBaeT 3HaHUS CTYIEHTOB I10 BOIIPOCAM OpraHU3aluu paboThI C
KaJpOBOM JOKYMEHTAI[Mel U BBIABISET TOTOBHOCTh CTYIEHTOB K IpaKTHYECKOH pabdore,
oueHuBaercs 10 20 OamioB. MakcumasibHasi OLIEHKa BBINOJHEHHs KaKAOH J1abopaTopHOU
pabotel — 5 OGamnoB. IlpomMeXyTOUHBIH KOHTpPOJb 3HAHUM NPOBOIUTCA B (OpME HTOTOBOU
KOHTPOJIbHOM pabOThl, BKJIIOYAIOIIEH TEOPETUYECKHME BOMIPOCHl M MPAKTHUECKOE 3a/aHue, U
onenuBaercs 10 40 0amIoB.

B pesynpTaTe TeKymero M IpoMEXKYTOYHOTO KOHTPOJS 3HAHWM CTYJEHTBI IOJy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 3a 5K3dMCH.

Dopma Konmponsn Maxkc. konruuecmeo 6a1106
3a 0ony pabomy Bcezo

Texkynuii KOHTPOIIb:
- Konrponbhas pabora Ne 1 (Temsr 1- 20 6annos 20 6annos
4)
- Konrtponbnas pabora Ne2 (Temsr 5- 10 6annos 10 6annos
6)




- JTaboparopHsie (npakmuueckue) S bannos 30 6annos

paboThI (TeMbI 2-6)
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[IpomexyTounas arTecTarys 40 b6annos
OK3aMeH
Hroro 3a cemecTp (AUCUUILINHY) 100 6annos

OneHka «yI0BIECTBOPUTEIBHO)» BBICTaBIIsIeTCa 00ydaromemycsi, Habpasiiemy ot 50 g0 67

0ar1oBOANIOB, OLIEHKA «XOPOLIOY» BBICTABIIAETCA OOydarolmeMmycsi, HaOpaBiiemy oT 68 mo 82

0aJuIoB, OLIEHKA «OTIMYHO» BBICTABIsIETCS oOydatoniemycs, HaOpasmemy oT 83 mo 100 Gamos,

c(OPMHPOBAHHBIX B PE3YJIbTATe CYMMHUPOBAHUS 0OAJUIOB, MOJYYCHHBIX MIPH TEKYIIEM KOHTpPOJIE

U NIPOMEXYTOUHOM aTTectauuu. [lonyueHHbIl coBOKyNHbIN pe3ynbraT (MakcumyM 100 6anioB)

KOHBCPTHUPYCTCA B TPAAUIMOHHYIO IIKaTy OLICHOK M B IIKalTy OICHOK EBpOHeﬁCKOﬁ CHCTCMbI

nepenoca u HakormieHus kpeautoB (EuropeanCreditTransferSystem; manee — ECTS) B

COOTBETCTBUU C TAOIULIEN:

100-6ammpHast TpamonHas mxana [kaia
nIKasa ECTS
95-100 A

83 o4 OTIINIHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 —67 D

0 55 YIIOBJIETBOPUTEIHHO E

20— 49 FX
019 HEYJIOBJICTBOPUTEIHLHO HE 3a4TCHO =

5.2.KpnTep1m BbICTABJICHHUA OLICHKH MO JUCHUIIIMHE

Banasl/ Ouenka no Kpurepuu onenku pe3yibTaToB 00y4eHHs 110

kana AUCLHMILINHE AUCHMIIAHE

ECTS

100-83/ «OTIUYHOY/ BricTaBisiercs o0yJaromemMycsi, €Cii OH TITyO0KO U

A,B «3a4TEHO MIPOYHO YCBOWJI TEOPETUYECKUH U MPAKTUUECKUI
(oTsI4HO)»/ MaTepHall, MOKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUSAX
«3aYTCHOY U B XOJI€ TIPOMEXYTOYHOH aTTECTAIlNH.

OOyuaromnuiics HCUEPIBIBAIOLIE U JOTMYECKH CTPOIHO
M3JaraeT yueOHbI MaTepual, yMeeT YBSI3bIBATh TEOPHIO C
MPAKTUKOH, CIIPABIISETCA C peIIeHUeM 3a7ay
poeCCHOHATLHON HANPaBIEHHOCTH BRICOKOTO YPOBHS
CJIO’KHOCTH, NPaBHJILHO 0OOCHOBBIBACT MIPUHSATHIC
peueHus.

CB000/IHO OpUEHTHPYETCS B yUeOHOH U
npodeccHoHaIbHOM JIUTEpaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YJarOMEMYCs C
y4€TOM PE3YJILTATOB TEKYIIEH U IPOMEKYTOUHON
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Banany/
HMlxana
ECTS

Onenka nmo
TUCIHUIIJINHE

Kpurepum oueHku pe3yjbTaToB 00y4YeHHS 110
AMCHMILINHE

aTTeCTallMU.
Kommnereniuu, 3akperi€HHble 3a AUCITUTUTHHOMN,
c(hOPMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOoII0Y/
«3a4TEHO
(xoporto)y/
«324TEHOY

BeicraBnsercs o0yyaromemycs, €CiIi OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B X0
IIPOMEKYTOYHOM aTTECTAlMHU, HE TOIIYCKasl CYILIECTBEHHBIX
HETOYHOCTEH.

OOyuaromnuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHE
II0JIO’KEHUS IIPU PEILIECHNU IPAKTUYECKUX 3a1a4
npoecCHOHATFHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOJUMBIMHU I TOI'0 HaBbIKAMU
U [IpUEMaMU.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeccnoHaIbHOM TUTeparype.

OneHka 1o JUCUUIUIMHE BBICTABIIAIOTCS 00yYaromeMycs ¢
y4€TOM PE3YJIBTATOB TEKYIEH U IPOMEKYTOUHON
aTTECTaLlUU.

Kommniereniuu, 3aKkpeni€éHnble 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUIIY.

67-50/
D,E

«YIOBIIETBOPH-
TEIbHOY/
«3a4TEHO
(ynoBnerBopu-
TEJBHO)»/
«3aYTCHOY

BeicraBnsercst o0ydaromemMycsi, €Cli OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall,
JIOITYyCKAET OTAEIbHBIE OMNOKH MPH €r0 U3JI0KECHUHU Ha
3aHATUAX U B XOJ€ IIPOMEXYTOYHOU aTTECTALIUH.
OOyyaromuiics UCIBITHIBAET OINPEIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHUN TEOPETUUECKUX ITOJI0KEHUN IIPU PELIEHUN
MIPAKTHYECKHX 3a/1a4 PO(YECCHOHAIBHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJI€ET
HE0OXOIMMBIMHU ISl 3TOT0 0Aa30BBIMHM HAaBBIKAMU U
IpUEMAMHU.

JleMoHCTpUpYyeT JO0CTaTOYHBIM YpOBEHb 3HAHUS y4eOHOU
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka o JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMycs C
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTECTALlUN.

Komnereniuuy, 3akpeni€éHuble 3a AMCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOYHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTE

JIBHOY/
HE 3a4TEHO

BrictaBnsiercs oOyuaromemMycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI M MPAKTUICCKUN
MaTepHall, JIoIycKaeT rpyoblie OIIMOKH IPU €ro
W3JI0’KEHUU Ha 3aHATHUSIX U B XOJ€ MPOMEKYTOUHOMN
aTTeCTalLlUN.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJIOKEHUH NPU PELIEHUH
MPaKTUYECKHX 3a7a4 MpodeccnoHanbHON HaNpaBIEHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIIa/I€€T
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U TIPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS YIeOHOH
JUTEPATYPHl N0 AUCLUILIMHE.
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banabl/ Ouenka no Kpurepum oueHku pe3yjbTaToB 00y4YeHHS 110
Hxana AUCHMILINHE AMCHMILINHE
ECTS

OneHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIMEMYCS C
y4€TOM pe3yJIbTaTOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTallUu.

KomnereHnnuu Ha ypoBHE «10CTaTOYHBINY, 3aKpEIIIEHHBIE
3a AMCUUIUINHON, HE COPMHUPOBAHEI.

5.3. OneHouyHble cpeacTBa (MaTEepHAJIbl) JAJISl TEKYIEr0 KOHTPOJIS yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4aroIuXcs 10 JMCHHUILIMHE (MO0Y10)

Bapuanmul konmponwvnou padomur Ne 1

Bapuanr 1

1.B kakux ciaydasx KaJapoBas Cly)kOa MMEeT IpaBo BBIIATh NyOiHMKaT TpyAoBOHM KHMKKH? Kak
3TOT JOKYMEHT odopmiisieTcs?

2.Ilepeuncnute BUABI JOKYMEHTOB, MpUMEHsSEMbIE MpU MepeBojae Ha Jpyrywo pabory. Kax
odopmIIAeTCS KaXIbli U3 HUX ?

3. HazoBuTe TOKYMEHTBHI, MPEIOCTaBIsIEMble PpAaOOTHUKOM IIPH MOCTYIJICHUU Ha padoTy.
4.KakuM JTOKaIbHBIM HOPMATUBHBIM aKTOM periiaMeHTHpYyeTcs paboTa KaJpOBbIX CIECUATHCTOB

C MepCOHAILHBIMU 1aHHBIMU? [laliTe eMy XapaKTepHCTUKY.

Bapuant 2

1.XapakTepucTuka Ha3HAuY€HHUs TPYJOBOW KHUXKKU. B Kakoll cpok JomkHa OBITH 3aBeleHa
TPYAOBasi KHIDKKA MPU MOCTYIIJICHUH HAa paboTy BIiepBbie?

2.Ilepeuncnute BUABI JOKYMEHTOB, MpPUMEHseMble TpH yBoidbHeHHH. Kak  odopmsercs
KaKIbIH U3 HUX?

3.Kakoli 5OKanbHBII HOPMATHBHBIM AKT OMNpENEIseT OpraHu3alui0 TpyAa COTPYAHUKOB B
KoMITaHuH. /{aliTe eMy XapakTepuCTHUKY.

4.Hazoute nHdopmainio, 00s3aTeNIbHYIO 715 BKIIOUYEHHS B TPYIOBOM JJOTOBOP.

Bapuanmuvr konmponwvnou pabomur Ne 2

Bapmnanr 1
1. Ilepeuncnute cocTaB JOKYMEHTOB JIMYHOTO jena paboTHuka. KakumMu HOpMaTHUBHBIMU
JOKYMEHTaMH 3TO OIpPENEIEHO?

2. Ha3oBuTe TOKYMEHTHI KaJIpOBOil CiTyKOBI, OJIeKAIIIE NIepeaue B apXUB.
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Bapuant 2

1.KaxoBBI 0COOCHHOCTH COCTaBIICHUST HOMEHKIIATYPHBI JIEJ KaJIPOBOH CITYyKObI?

2. HazoBure 00s13aTenbHbIC PETUCTPAIIMOHHBIE ()OPMBI KaIPOBOH CITYKObI?

10.
11.
12.
13.
14.
15.

Ilpumepnsvle KOHmpoAbLHBIE 60RPOCHL 011 RPOMEHCYMOUHOU AMMECAUUU:

Ilepeuncinthb 3aKOHOJATEILHEIE aKTEI, KOTOPBIMU periaMeHTHpyeTCs
JTIOKYMEHTHUPOBAHUE KapOBOH 1eATEIbHOCTH B HACTOsIIEe BpeMs?

[lepeuncnuth HOPMAaTUBHO-METOANYECKUE JIOKYMEHTHI, perJaMeHTHpYoIINe
JIOKYMEHTUPOBAHHUE KaIPOBOU JIE€ATEIbHOCTH.

HasBatb BuIBI JOKYMEHTOB, MPEAbIBIsiEMbIe pA0OTHUKOM P MpUEME Ha padoTy.
Ha3Batb  BUABI  JOKYMEHTOB, YCTaHOBIEHHbIE  TpyIoBbIM  KoJaekcoM PO,
JOKYMEHTHUPYIOIIUE prueM paboTHHUKA Ha paboTy.

[lepeuncnuth BHUIBI JOKYMEHTOB, O(OPMIISIOIINE HW3MEHEHHE YCIOBHU TPYAOBOTO
JIOTOBOpA.

[lepeuncnuth BUABI [TOKYMEHTOB, YCTaHOBIEHHbIe TpymoBeIM KoaekcoM PO mns
pErylupoBaHUs TPYJOBBIX OTHOIIICHUH.

Cpoku NOATOTOBKM, KakuX JOKYMEHTOB [0 JIOKYMEHTHPOBAaHHUIO  KaJpOBOM
JIESITEIIBHOCTH YCTAHOBJICHBI 3aKOHOAATEIILHO?

Kakue QpyHkumumu kaapoBoil ciy>KObI CBS3aHBI C YI€TOM JIMYHOTO cOCTaBa?

Kakne  ¢yHKIMHM [OMKHA BBINONHITH KaJpoBas clyx0a npu  ohopMIEHUN
YBOJIbHEHUSI pabOTHUKA ¢ pabOTHI ?

Kaknmu noxkymenTamu opopmiisieTcss yBOJIbHEHUE pabOTHHKA?

HazoBute GyHKIMH KaApOBOH CIIyXObl CBSI3aHHBIE C TPYAOBBIMH KHIUKKAMU?

Kakumu nokymeHTaMu oopmiisieTcs aTTectanus pabOTHHKOB?

HazoBute 0cOOEHHOCTH HOMEHKIATYPHI /1€ KaIpPOBOU CITY>KOBI.

Kakue nema kampoBoii ciry>kObI OTHOCSATCS K KaT€TOPUHU MEPEXOATITNX ?

[Tepeuncnuth 0coOEHHOCTH (POPMUPOBAHUS TUYHOTO Jesia paboTHHUKA ?

6. YueOHO-MeTOAMYeCKOe U MH(OPMAIHOHHOE 00ecneyeHue TUCIMIIHHbI

6.1. Cnmucok HCTOYHHKOB H JINTEPATYPHI

HcTounuku (006s3aTe/IbHbIE)

Koncrurynus Poccuiickoit @enepanyu (c namenenusimu Ha 30 gexabpst 2008r.). M. 2004
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Tpynosoii koxekc Poccuiickoii ®enepammu ot 30.12.2001 Ne 197-@3. Ilpunar
['ocynmapcrBennoit Iymoii 21 mexadbps 2001r. (B pen. ot 29.12.2010) // [DnekrponHsIit pecypc].
— M., 2019. — Pexxum pocryma:http://www.consultant.ru.

3akoHn Poccuiickoit @eneparuu ot 25 okTs0pst 1991 r. Ne 1807-1  «O s3bIKax HApOI0B
Poccuiickoit  ®@enepammu»  //[OnekTpoHHbli  pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

®enepanpubliiit 3akoH PO ot 27.07.2004 No 79-®03 «O rocynapCTBEHHOM TpakJIaHCKOM
cyx0e Poccuiickoit deneparun» (B pen. @enepanpHoro 3akoHa ot 12.04.2007 Ne 48-D3) //

[DnexTponHsIii pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Oenepanbublii 3akoH  Poccuiickoit ®enepauuu ot 01.06.2005 Ne 53 «O
rOCyJapCTBEHHOM si3bike P®»//[Dmektponnsiii  pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

OdenepanbHplii 3akoH Poccmiickoit ®@eneparuu ot 06.12.2011 Ne 402-d3 «O
OyxralTepckoM  yudere»//[dmextponusiii  pecypc]. — M., 2019. -  Pexum
nocryna:http://www.consultant.ru.

Odenepanbaplii 3ak0H Poccutickot ®enepammu ot 02.05.2006 Ne 59-®3 «O
NOPSAJIKE PAcCMOTpPEHUsl OoOpalleHuil Tpaxaany»//[DnekrpoHusii pecypc]. — M., 2019. —
Pesxxum nmoctyna:http://www.consultant.ru.

OenepanbHbiii 3akoH 0T 27 wmronsg 2006 T. N 152-®3 "O mnepcoHalIbHBIX JTaHHBIX'//
[DnexTponHsIii pecype]. — M., 2019. — Pexxum nocrtymna:http://www.consultant.ru.

@®enepanbublii 3akoH oT 01.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B Poccuiickoit
Ddeneparuny //[DnekTporHsiit pecype]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

®enepanbHblil 3akoH oT 29.07.2004. Ne 98-®3 «OkoMMepueckon TaitHe» //
[DnexTponHsii pecype]. — M., 2019. — Pexxum nocrymna:http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 0.03.1997 Ne 18 «O06 yTBepxaeHuu
MepeyvHs CBeICHU KOH(PUICHITMAIBLHOTO XapakTtepa» // [DnekTpoHHbI pecype]. — M., 2019. —
Pexxum nocryma:http://www.consultant.ru.

Vka3z Ilpesunenta P® ot 01.02.2005. Ne 110 «O mnpoBeaeHuM aTTecTallUU
TOCYIApCTBEHHBIX TIpaxIaHCKuX cayxammx Poccuiickon @Penepanun». [lomoxenue o
MPOBEJICHUM AaTTECTAllMd TOCYNApCTBEHHBIX TPAXKIAHCKUX ciyxammx P® // [DnexTpoHHBIN
pecypc]. — M., 2019. — Peskum mocrtyma:http://www.consultant.ru.

Va3 Ipesunentra PO ot 01.02.2005. Ne 111 «O mnopsiake craun KBaTH(PHUKAIMOHHOTO
9K3aMeHa TOCYIapCTBEHHBIMU I'paXXJIaHCKUX ciyxamux Poccuiickoit denepanuu 1 OLEHKE MX
3HaHWW, HABBIKOB W yMeHWi». // [DnektpoHHbiii pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.


http://www.consultant.ru/
http://www.consultant.ru/
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Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O xoHKypce Ha 3aMeIIEHHWE BaKaHTHOM
JOJDKHOCTH ~ TOCYHApCTBEHHOM — rpakaaHckoi — ciyxObl  Poccuiickoit  Deneparum
/[ 2nextponnsiii pecypc]. — M., 2019. — Pexxum pocrymna:http://www.consultant.ru.

Vka3 Ilpesuaenta PO ot 16.02.2005r. Ne 159 «O mpumepHoit dopme CiyKeOHOTO
KOHTPAaKTa O MPOXOXKICHUH TOCYIapCTBEHHOM I'payKIaHCKON ciyk0bl Poccuiickoit @enepanuu u
3aMEIICHUH JIOJDKHOCTH TOCY/IapCTBEHHON TpaskJaHCKO ciry:k0b1 Poccuiickoit @enepauumn. //
[DnexTponHbIii pecypc]. — M., 2019. — Pexxum nocryma:http://www.consultant.ru.

Vka3 IIpesunenta Poccuiickoit @eneparuu ot 30.05.2005. Ne 609 «O nepcoHaIbHBIX
JAHHBIX FOCYAapCTBEHHOTO Tpa)<IaHCKOro ciyxamiero Poccuiickoit denepannu u BeJeHUN €ro
auyHoro  gena»  // [Dnekrponsblii  pecypc]. - M.,  2019. -  Pexum
nocryna:http://www.consultant.ru.

Vka3 Ilpesunenra Poccuiickoit @enepaunu ot 18.06.2005. Ne 813 «O mopsiake u
YCIIOBUSIX KOMaHIMPOBaHHs (heepaabHbIX T'OCYIapPCTBCHHBIX TPAXKAAHCKHX CIyxammx» //
[DnexTponHbIit pecypc]. — M., 2019. — Pesxum mocryma:http://www.consultant.ru.

[locranoBnenue IlpaButensctBa Poccuiickoit @enepauuu ot 16.04.2003. Ne 225 «O
TPYIOOBBIX  KHWXKax» //  [OnektponHsli  pecypc]. — M., 2019. - Pexum
nocryma:http://www.consultant.ru.

Pacniopspxkenue IlpaButenbctBa PO ot 21.03.1994. Ne 358-3 «O06 obecrieucHum
COXPAaHHOCTH JIOKYMEHTOB MO JIMYHOMY COCTaBy» // [DnekTpoHHbI pecypc]. — M., 2019. —
Pexxum moctyma:http://www.consultant.ru.

Pacniopstxenue IlpaButensctBa PO ot 23.04.1992 Ne 781-p «OO0 ynyuiieHUH
XpaHEHUsl U UCTOJIb30BaHUS JOKYMEHTOB O JTUYHOMY COCTaBY»//[DIeKTpoHHBII pecypc].
— M., 2019. — Pexxum nocryma:http://www.consultant.ru.

IIpaBuna BemeHUs W XpaHeHMs TPYHAOBbIX KHIDKEK. (yTB. IlocraHOBIEHHMEM
[IpaButensctBa P® ot 16 ampens 2003 r. Ne 225 // [DnexktponHslii pecype]. — M., 2019. —
Pesxxum moctyna:http://www.consultant.ru.

WHCTpyKIIMS 10 3aM0JIHEHUIO TPYAOBBIX KHIDKEK (yTB. [locTaHoBineHneM MuHuCTEpCTBa
TpyAa u couuanbHoro pasButus Poccuiickoiri ®eneparuun ot 10 oxts6ps  2003r.).
3apeructpupoBana MwunuctepctBom toctunuu Poccuiickoir ®eneparuu 11 HOs16pss 2003 .
perucTpalMoHHbI Homep 5219. bromneTreHb HOPMATHUBHBIX aKTOB (elepalibHbIX OpraHoOB
ucrionaurensHor Bractu. 2003. Ne 49.// [DOnextponnsiii pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

HcTouHukH (1OMOJHUTEIbHbIE)
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Oenepanpubiii 3akoH PO or  27.07.2006 Ne 149-®3 «OO6 wunHbopmaluwy,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX W 3amuTe HHpopmauuu» // [DnexkTpoHHBIH pecypc]. — M.,
2019. — Pexxum pocryma:http://www.consultant.ru.

®denepanbHblii 3akoH OT 26.12.1995. Ne 208-03 «OO6 akumoHepHBIX oOIecTBax» //
[DnexTponHbIii pecypc]. — M., 2019. — Peskum mocryma:http://www.consultant.ru.

Oobmepoccuiickuii  kiaccupukarop mpodeccuii padoynx, MOKHOCTEH CIIyXKalux U
tapudubix paspsgoB OK 016-94. M.: Muntpya Poccun, 1995 // [Dnekrponnslii pecypc]. — M.,

2019. — Pexxum goctyna:http://www.consultant.ru.

O6mepoccuiickuii  knmaccudukarop wuHPOpManuu o Hacenenun OK  018-95. //
[DnexTponHbIit pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

Oomiepoccuiickuit  kinaccudukarop yrpasieHueckoi mokymentamuun OK 011-93. //
[Dnekrponnslii pecypc]. — M., 2019. — Pexxum noctyma:http://www.consultant.ru.

Oo6riepoccuiickuii KiaccupUKaTOp CrenUualIbHOCTEH 1m0 00pa3oBaHuto // [DIeKTpOHHBII
pecype]. — M., 2019. — Pesxxum mocryma:http://www.consultant.ru.

IIpukaz PocapxuBa ot 23.12.2009 N 76 "OO6 yrBepxkaeHun MeToau4ecKux
peKOMeHaluil 1Mo pa3paboTke MHCTPYKIMHA MO JAEJIONPOU3BOJACTBY B (efepanbHBIX OpraHax
ucronuutebHo  Biaactu"  //  [DnekrpoHHbii  pecypc]. — M., 2019. — Pexum
nocryna:http://www.consultant.ru.

YHudunupoBanHsie GOPMBI TIEPBUYHON YUETHON JTOKYMEHTAIMU TI0 y4YeTy TpyJa M €ro
omartblyTrBepxkeHHble [loctanoBnennem I'ockomcrata P® ot 05.01.2004 Ne 1 //
[DnexTponHsii pecype]. — M., 2019. — Pexxum nocrymna:http://www.consultant.ru.

KBanudukanoHHblii cripaBOYHUK JOJDKHOCTEH pyKOBOJAUTENEH, CHELUAINCTOB H
Ipyrux ciayxamux // [DnexktpoHHbld pecypc]. — M., 2019. — Pexxum gocryna:[ DneKTpOHHBIM
pecypc]. — M., 2019. — Peskum gocryma:http://www.consultant.ru.

MesxoTpacieBble YKpYIMHEHHbIE HOPMaTHBBI BpEMEHHU Ha pabOThI [0 KOMIUIEKTOBAHHIO U
yueTry  kaapoB /[ [Dnexktponmblii  pecypc]. - M.,  2019. —  Pexum
noctyna:http://www.consultant.ru.

IlepeyeHb THIOBBIX YNPABIEHYECKUX AapPXMBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B
npoliecce JIeATeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHu3aliiii, ¢ ykazaHueMm CpokoB xpanenus // [DnaexTponHslid pecypc]. — M., 2019. — Pexum
noctyna:http://www.consultant.ru.

[IpaBuia opraHu3anuu XpaHEHHs, KOMIUICKTOBaHHs, Y4éTa U HUCIOIB30BaHUS
JOKYMeHTOB ApxuBHOro ¢onna Poccuiickoit @enepanuu 1 APyrux apXUBHBIX JTOKYMEHTOB B

opraHax FOCYHapCTBeHHOﬁ BJIaCTH, OpraHax MCECTHOro CaMOYIIpaBJICHUA W OpraHu3aluiax,


http://www.consultant.ru/
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YTBEPIKICHHBIX MpHKa3oM MuukyasTypsl PO ot 31.03.2015 Ne 526 //[DnexTpoHHbIi pecype]. —

M., 2019. — Pexxum pocryma:http://www.consultant.ru.

Jlureparypa (o0s13aTe/ibHAs)

Abynanze, . I'. JlokymeHTalmoHHOE 0OECIieueHIE YIIPaBICHUS TIEPCOHAIOM : YUCOHUK
U MIPAKTUKYM IS akajemMudeckoro 6akanaspuata / [I. I'. AGynanze, U. b. Beimpspkkuna, B. M.
MacnoBa. — Mocksa : UznarensctBo IOpaiit, 2019. — 299 c¢. — (bakanaBp. AkageMHU4eCKUi
kypc). — ISBN 978-5-534-00875-3. — Tekct : anmektponnsiii / 3bC FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

beikoBa T.A. JloKyMeHTAallMOHHOE OOECICUCHHE YIPaBJICHUS (ICIOMPOU3BOICTBO)
[OnexTpoHHbIi pecype] : yuebHoe mocodue / T. A. beikoBa, T. B. Ky3nemnosa. - 2-e usn.,
nepepad. u gmon. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. —
URLhttp://znanium.com/go.php?id=942800.

I'moroBa C.A. IIpodeccrnoHanbHbIi CTaHIAPT CIEHUAINCTA MO YIIPABICHUIO
MIEPCOHAJIOM B JIEATEIHHOCTH KaJpOBOil ciyKObI [ DnekTpoHHBIN pecype] / [moroBa Cernana
AnexcanapoBHa; C. A. ['moroBa// YipaBneHue JOKyMEHTALMEN: IPOILIOe, HACTOsIIEE,
Oynymee : marepuansl [1I-eit MexnyHnap. Hay4.-IpakT. KOH}., HocBsmL. namstu npod. T. B.
Kysnenonoii, Mocksa, PI'TY, 23-24 mapta 2017 r. / M-Bo 0o0pa3oBanus u Hayku Poc.
Oeneparun, Peniep. roc. OIOIKET. yUpexkI. BbICIL. 00pazoBaHus "Poc. roc. ryMaHUTapHBINA yH-
1", Uct.-apx. uH-T, Pak. JT0KyMEHTOBEICHHUS U TEXHOTPOHHBIX apX., Kad. nokymeHnToBeaeHus. -
Mocksa :Tepmuka.py, 2017. - C. 451-457. - Pexxum noctyna
:http://elib.lib.rsuh.ru/elib/000013004.

I'moroBa C.A. TenaeHUuU pa3BUTHS KaJIpOBOrO JIEJNONPOU3BOACTBA B pPaMKax
nporpamMbl ~ "lludpoBas  skoHOoMuka"  [OnekTpoHHBIM  pecypc] /I'moroBa Ceernana
AnekcannpoBHa; Cernana A. ['moroBa// YnpasineHue 10KyMeHTaMH B IIU(GPOBOM HIKOHOMUKE. -
Mockga : PITVY, 2019. - C. 98-103. - Pexxum moctyma : http://elib.lib.rsuh.ru/elib/000013245.

KanpoBoe nenonpousBojctBo: Haumnaem ¢ Hymis. Ayaut cBoumu cuiamu / H.B.
XKypasnesa, M.B. XypasneBa. - 2-¢ uza. - Mocksa : HUL] TH®PA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mar. znanium.com). - (IIpocro, kpaTko, 6sicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : omektponuwid. - URL: https://new.znanium.com/catalog/product/417566 (mara
obpamenus: 30.11.2019)

[TaBnoBckas, O. FO. IlpaBoBoe obecrnieueHre KaJpoBOro JEIONPOU3BOACTBA : yueOHOe

noco6ue 11t By30B / O. FO. I1aBnoBckast. — Mocksa : U3natensctBo FOpaiit, 2019. — 213 ¢. —


http://znanium.com/go.php?id=942800
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24

(Beicmiee oopazoBanne). — ISBN 978-5-534-11565-9. — Tekcr : anexkrponnsiit / ObC HOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

JIuTeparypa (10MOJTHHTETbHAS)

Kykapuna HO.M.CoBpeMeHHbIE OpraHM3al[MOHHBIE M PETJIAMEHTHBIE JIOKYMEHTBHI:
¢ynkunu u paznosugHocTH // Bectauk PITY. 2016. Ne2. [DnexTponnslii pecypc]. — M., 2019. —
Pexum JIOCTYTIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Muxaiinuna .M. Ynpasnenue nepconanomM, 3-¢ u3a. - Mocksa :JlamkoB u K, 2018. -
280 c: ISBN  978-5-394-01749-0 -  Tekcr :  oamektpoHHsli. -  URL:
https://new.znanium.com/catalog/product/415303 (mara o6pamenus: 30.11.2019)

6.2. IlepedyeHb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHHMKAUMOHHOI ceTH «HHTepHeT»,
HEeO00XOUMBbI 1151 0CBOEHUSI U CHUTIIIMHBI

- lapanT [OnekrponHblil pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexxum nocrymna:

http://www.garant.ru.

- KoncynpranT Ilntoc [DnextponHslid pecypc]. — DnekTpoH. aadH. — M., cop. 2013. — Pexum

nocryna: http://www.consultant.ru.

7. MarepuajibHO-TeXHH4YECKOe o0ecnedeHne JUCHUIIHHBI (MOXYJIA)

B kauecTBe MarepHalbHO-TEXHUYECKOTO OOECHEeYeHUs AUCHIUIUIMHBI YKa3bIBaeTCs
HeoOXoauMoe Juisi OOy4YeHHUs JIMIICH3WOHHOE IporpaMMHOe oOecredeHue, 0o0OpyIOBaHHE,
J€MOHCTpAllMOHHbIE MPUOOPHI, MYJIbTUMEIUNWHBIE CPEACTBA, Y4eOHBbIE (PUIBMBI, TPEHAXKEPHI,
KapThl, MJIAKAThl, HATJSAHBIE MMOCOOUS; TPEOOBAaHUS K AyAUTOPHUSIM — KOMIIbIOTEPHBIE KIIACCHI,
aKaJeMHUYeCKHe WU CTIeMaTbHO 000PYAOBaHHbBIE AYAUTOPHH U 1a00paTopun, HaJu4ue JOCKH U
T.J.

Aynuropun JUisl TPOBEACHMS JIEKIMH M CEMHUHApPCKUX 3aHATHH C TEXHUYECKUMH
cpeacTBaMu 00y4eHHs (MyJIbTHMEIUa-IPOEKTOp (BUIACONMPOEKTOP), KpaH (NMEPEHOCHOW WU
CTaIlIOHAPHBIN)).

Cocras nporpammuoro odecnevyenusi (II0), coBpeMeHHbIX npogeccuoHAIBLHBIX 0a3
nanHbIX (b/1) u unpopmaunonno-cnpasounbie cucrem (MCC) (2017 r.)

1. Ilepeuyens 11O

Tabauya 1
Nent Haumenosanue [10 [IpousBonutens | Crocod pacnpocTpaHeHUs
/m (nuyenzuonnoe unu
€60000HO



https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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pacnpocmpansiemoe)
1 AdobeMasterCollection CS4 Adobe JIALIEH3HOHHOE
2 MicrosoftOffice 2010 Microsoft JINIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 MicrosoftSharePoint 2010 Microsoft JINIEH3UOHHOE
9 MicrosoftOffice 2013 Microsoft JINIIEH3UOHHOE
11 | KasperskyEndpointSecurity Kaspersky JIUTIIEH3UOHHOC
2. Ilepeuens b u UCC
Tabauya 2

Nen/mm HaumenoBanue

WebofScience
Scopus

Mexaynapoansie pedeparuBHbie HaykomeTpuueckue bJ1, noctymnnbie B paMkax
HalMoHaJILHOU moanucku B 2017 .

noamnucku B 2017 r.

SAGE Journals

KypnansiOxford University Press
ProQuest Dissertation& Theses Global

XKypnanst Taylor and Francis

[Ipodeccuonanbubie moHOTEKCTOBBIE B/I, JOCTYIHBIE B paMKax HaIlMOHAIbHOU

JSTOR

[TpodeccuonanbHbie TOJIHOTEKCTOBBIC b/

WN3panus o O6I_I_ICCTB6HHBIM 1 'YMAaHUTApHbIM HaAYKaM

Koncynsrant [lntoc,
I'apanT

KOMHI)IOTepHI)Ie CIIPaBOYHBIC IPABOBBLIC CUCTCMBI

Cocrtas nporpammuoro obecnedenus (I10), coBpemMeHHBIX NpoeccHOHAIBHBIX 0a3

nanubIxX (B/]) n undopmannonno-cnpapounsie cucrem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabnuya 1
Nermr Haumenoanue I10 [IpousBoautens | Criocod pacmpocTpaHeHUs
/m (nuyensuonnoe unu
c60000HO
PAcnpocmpansiemoe)
1 AdobeMasterCollection CS4 Adobe JINIEH3UOHHOE
2 MicrosoftOffice 2010 Microsoft JINIEH3UOHHOE
3 Windows 7 Pro Microsoft JIAIIEH3HOHHOE
7 MicrosoftSharePoint 2010 Microsoft JINIEH3UOHHOE
9 MicrosoftOffice 2013 Microsoft JIAIIEH3HOHHOE
11 | KasperskyEndpointSecurity Kaspersky JUIEH3MOHHOE
2. llepeyens BJI u UCC
Tabauya 2
Nert/it HanmenoBanme

WebofScience
Scopus

Me:xnyHapoanbie pedepaTuBHbIe HaykoMeTpuueckue b/I, mocTynHbie B pamkax
HaITMOHAJILHOM moamucku B 2018 1.
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[Tpodeccuonanbubie motHOTEKCTOBBIC BJI, JOCTYITHBIE B paMKax HaIlMOHAIBHON
noamucku B 2018 T.

KypnansiOxford University Press

ProQuest Dissertation& Theses Global

SAGE Journals

Kypuainer Taylor and Francis

[TpodeccrnonanbHbIe MOJIHOTEKCTOBBIE b1
JSTOR
I/I3,Z[aHI/ISI 110 O6H_ICCTB€HHBIM U 'YMaHWUTapHbIM HaAYKaM

KomnbroTepHble cripaBOYHbIE PABOBBIE CUCTEMBI
Koncynsrant Ilmtoc,
l'apanTt

Cocras nporpammuoro odecneyenus (I1O), coBpemeHHbIX podeccHOHANBHBIX 023

nauubix (b/1) u undopmanunonno-cnpaBounnie cucrem (MCC) (2019 r.)

1. llepeuens 11O

Tabnuya 1
Nerr/ Haumenosanue 110 [IpousBoauTens Crioco0 pacnpocTpaHeHust
n (nuyensuonnoe unu c60600HO
pacnpocmpansemoe)
1 AdobeMasterCollection CS4 Adobe JIMIIEH3UOHHOE
2 MicrosoftOffice 2010 Microsoft JINIIEH3MOHHOE
3 Windows 7 Pro Microsoft JINIEH3UOHHOE
7 MicrosoftSharePoint 2010 Microsoft JINIIEH3UOHHOE
9 MicrosoftOffice 2013 Microsoft JINIEH3UOHHOE
12 | Windows 10 Pro Microsoft JINIEH3UOHHOE
13 | KasperskyEndpointSecurity Kaspersky JULEH3UOHHOE
2. llepeuyens B/l u UCC
Tabnuya 2
Nerr/n HanmenoBanue

MexnyHapoanble pedepaTiuBHble HaykoMeTpuueckue b/I, nocrynHeie B pamkax
HaIIMOHAJILHOM moamucku B 2019 r.
WebofScience

Scopus

[Tpodeccuonanbubie moHOTEKCTOBBIE BJI, JOCTYIHBIE B paMKax HaIlMOHAIBHOU
noamucku B 2019 r.

KypnansiCambridge University Press

ProQuest Dissertation& Theses Global

SAGE Journals

XKypnanst Taylor and Francis

DNEeKTPOHHBIEC W3/IaHUs U3JaTeNLCTBA Springer

[Ipodeccuonanbabie TOHOTEKCTOBBIE B/
JSTOR
W3nanus no oO1eCTBEHHBIM U TYMaHUTAPHBIM HayKam

KomnproTepHbl€ CIpaBOYHBIE IPABOBBIE CUCTEMBI
KoncynsranT Ilmtoc,
l'apanTt
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8. OobecnieyeHue 00pa30BaTeJbLHOr0 Mpomecca sl JHI € OrpaHUYeHHBIMH

BO3MOKHOCTSIMHU 310POBbS U UHBAJIH/10B

[Ipu HeoOxoauMocTH pabouas mporpamma AUCHUILTMHBL MOXKET ObITh aanTHpOBaHa s
oOecrieueHrs 0Opa30BATENBLHOTO IMpolecca JHIAaM C OrPAaHMYEHHBIMH BO3MOXKHOCTSIMU
3I0pOBbsI, B TOM YHCIIC IS AMCTAHIMOHHOTO OOydeHus. J{is 3Toro oT crymeHTa Tpeldyercs
MPEACTaBUTh 3aKIIIOUYEHHE MCUXO0JIoro-mMenuko-nenarorndyeckoi komuccuu (IIMIIK) u auanoe
3asBIICHUE (3asBJICHHUE 3aKOHHOTO IIPEICTABUTEIs).

B 3axmouennn [IMIIK nomkHO OBITH TPOIKCAHO:

- pexoMeHayemasi ydeOHasi Harpy3ka Ha oOydaromerocs (KOJMYECTBO JHEH B HEAEINo,
4acoB B JICHB);

- 000pyI0BaHKE TEXHUUECKUX YCIOBUM (TIpU HEOOXOUMOCTH);

- CONpPOBOXKJEHUE M (WJIM) MPUCYTCTBUE POAMUTENECH (3aKOHHBIX MPEACTaBUTENEH) BO
BpeMs yueOHOro rpoiiecca (Mpu He0OXOIMMOCTH);

- OpraHu3auusi IICHXOJIOTO-IIElarOrMYeCKOro  COMPOBOXKAEHHE O00ydarolerocs ¢
YKa3aHHUEM CHEIHAIMCTOB U JOMYCTUMON Harpy3Ku (KOJIMYEeCTBa YaCOB B HEIEIIIO).

Jlnis ocyiiecTBICHHs MPOLEAYp TEKYIIEro KOHTPOJS YCIIEeBAEMOCTH U MPOMEKYTOYHOU
aTTecTanuy OOYYaIOUIMXCS NPU HEOOXOAMMOCTH MOTYT OBITH CO3MaHBI (POHIBI OIIEHOYHBIX
CPEICTB, AaJalTUPOBAHHbIE JUISl JIML C OrPaHMYEHHBIMH BO3MOXHOCTSIMU 3[0pOBBS U
MO3BOJIAIONINE OIIEHUTh JOCTHKEHHE WMHU 3allJIaHUPOBAaHHBIX B OCHOBHOM 00pa3oBaTenbHOU
nporpaMMe pe3yibTaToB OOy4YeHUs M YpOBEHb CGHOPMHUPOBAHHOCTH BCEX KOMIIETEHIIUH,
3as1BJICHHBIX B 00pa30BaTeNIbHOM MpOrpamMmme.

dopma MOpoOBEAECHUS TEKYIIEH M HMTOTOBOW aTTECTAllMU Uil JIUI C OrPAHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0OPOBBSI YCTAHABIMBACTCS C YYETOM HHAMBHUAYATbHBIX MCUXO(PHU3NIECKIX
ocobeHHocTe (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMITbIOTEpE), B (hOpMe TECTUPOBAHUS U T.I1.).
[Tpy HEOOXOOUMOCTH CTYIEHTY MPENOCTaBISETCS TOMOJIHUTEIBbHOE BpEMs JJsi NOATOTOBKH
OTBETAa Ha 3a4eTe WM SK3aMEHE.

9. MeToguyeckue MaTepuabl

9.1.MnanpL1260PATOPHBIX(MPAKTHYECKUX) 3aHATHIA.

TEMAL. (4 1.) 3AKOHOJATEJILHAS PETJIAMEHTALIAS JOKYMEHTUPOBAHMS
KAJIPOBOM JIEATEJILHOCTU B P®

3AJJAHMAL.
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[Tpoanammsupyiite Tpynooii kogekc Poccuiickoit denepaiuu u onpeneanTe TpeboBaHus K
cocTaBy ¥ 0(hOPMIICHHUIO JOKYMEHTOB, PETIIAMEHTHPYIOIIUX TPYIOBbIC OTHOIICHHUS.
[Tpoananuszupyiite Tpynooii konekc Poccuiickoit deneparuu u onpeneauTe TpeOoOBaHUS K

GYHKIHSIM KaIpOBOH CITY)KOBI.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

N3yunte TpynoBoil Koaekc U BBIICHUTE, KAaKUMHU JOKYMEHTAMH IIPEIyCMOTPEHO
opopmiIeHHE TIpyUeMa, IMepeBOJa, YBOJbHEHUS, KOMAaHIUPOBaHUS, TUCITUILUIMHAPHOTO
B3BICKAHUS W MPEIOCTaBIEHUs OTHycka paboTHUKaM. CocTaB IOKYMEHTOB (DUKCUPYETCS IO
KKIOU OTHenbHON mporenype. OOpaTuTe BHHUMaHHWE Ha CPOKHU MOJTOTOBKH JIOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHO/IATEIbHO.

PesynbraTel 3a1aHust MOTYT OBITH IIPE/ICTABICHBI B BUIE TaOIHIIBL:

IMpoueaypa

Buasbl
AOKYMEHTOB

Homep
CTaTbH

Cpoxkn,
CBSI3aHHbIE C
TOKYMEHTOM

Conep:xanue,
opopMmiieHHe

[Tpuem Ha paboty

ITepeBon

[TpenocraBnenue
OTITyCKa

IToonpenue

JucuunnmuapHoe
B3bICKAHUE

KomanupoBanue

VYBonbpHEHHE

2. Wzyunte TpymoBOW KOJEKC | OINpenennuTe 00S3aHHOCTH paboToAaTeNs MO OTHOIICHHIO K

pa6OTHI/IKy, KOTOPBIC YCTAHOBJICHLI B KO)ICKCG IIpU BOSHUKHOBCHUHN TPYIOBBIX OTHOIIICHUH.

Ha sT0ii 0cHOBE cocTaBbTE NepeyeHb (PYHKIIH, BBITOIHAEMBIX KapOBOU CITY>KOOH.

KOHTPOJIbHBIE BOITPOCHI.

1. HCpC‘II/ICJ'II/ITL OCHOBHBIC BHUABI JOKYMCHTOB, HCIIOJIB3YCMBIC JIA OJOKYMCHTHUPOBAHUA

TPYAOBBIX OTHOLIEHUH, YCTAaHOBJICHHBIX B TPYIOBOM 3aKOHOJATEIbCTBE.

2. HasoBwure THIIOBBIE GYHKIINU KAJIPOBOH CITYKOBI.

NCTOYHUKU
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Tpynosoii koxekc Poccuiickoii ®enepanmu ot 30.12.2001 Ne 197-@3. Ilpunar
['ocynmapcrBennoit Iymoii 21 mexadbps 2001r. (B pen. ot 29.12.2010) // [DnekrponHsIit pecypc].
— M., 2019. — Pexxum pocryma:http://www.consultant.ru.

JINTEPATYPA

Abynanze, /. I'. JlokymeHTanimoHnHoe obecrieueHre yrnpapieHUs] IEPCOHANIOM : YIeOHHUK
U MIPAKTUKYM IS akajemMudeckoro 6akanaspuata / [I. I'. AGynanze, U. b. Beimpspkkuna, B. M.
MacnoBa. — Mocksa : HUznarenscTBo FOpaiit, 2019. — 299 c¢. — (bakanaBp. AkageMU4eCKUi
kypc). — ISBN 978-5-534-00875-3. — Texkct : anektponnsiii / 3bC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (nara obpamenus: 30.11.2019).

KampoBoe nenompounsBoncTBo: HaumHaem ¢ mHyns. Ayaut cBommu cwiamu / W.B.
Kypasnesa, M.B. Xypasnesa. - 2-¢ u3za. - Mocksa : HULl UHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( Jom. mat. znanium.com). - (ITpocro, kpaTko, 6bicTpO). (0) ISBN 978-5-16-008986-7 -
Texct : onekrponnbii. - URL: https://new.znanium.com/catalog/product/417566 (mata
oOpatuenus: 30.11.2019)

[TaBnosckas, O. 0. IlpaBoBoe obecrnieueHne KaapoBOTro AENOMPOU3BOACTBA : yueOHOE
noco6ue 11st By30B / O. FO. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslii / 3BC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MartepuajnbHO-TEXHUYECKOE o0ecriedeHne 3aHATHS:

1.Tpynosoii xonekc PO.

TEMA 2. (4 4.) PASPABOTKA OPTAHM3ALIMOHHBIX JJIOKYMEHTOB B KAJIPOBOI
CJIYKBE

3AJIAHUS

1. Tpoananuzupyiite opranuzanuio padotsl ¢ kagpamu B 3A0 “Beimmen”.
2. Paspaboraiite [Tomoxxenue o6 otnene kaapos 3A0 “Beimmen”

3. P a3pa60Ta171Te AOJDKHOCTHYIO HHCTPYKIUIO JJIST OAHOTO U3 COTPYAHUKOB KaHpOBOﬁ CJ'Iy)K6BI

YKA3AHMA 110 BBIIIOJIHEHUIO 3A JAHUA


http://www.consultant.ru/
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1. Tlpoanammsupyiite KomIuiekc M0KyMeHTOB 3A0 “BriMmen”, BBIABIAS €ro CTPYKTYpY,
YHUCICHHOCTh, HampaBleHHUs JAearenbHocTH OOmecTBa W OCOOCHHOCTH OpraHU3aIllNH
KaJIpOBOM pabOTHI.

2. Ha ocHOBe KBalM(pPUKAUOHHON XapaKTEPUCTHUKU PYKOBOJUTENS KaJApOBOM CiIyXObl,
YCOP/l, TpymoBoro koaexkca W TpeOOBAaHWM WHBIX HOPMATHBHBIX M METOJIUYECKUX
JOKYMEHTOB paspabortaiite u odopmure mnpoekt [lomoxxkenuss o6 otnene kaapos 3A0
“Boimmen”.

3. Ha ocHoBe kBaiM(pUKAIMOHHBIX XapaKTEPUCTHUK paOOTHUKOB KaapoBoi ciyxObl, YCOP/]
pa3paloTaiiTe MpOEeKT IOKHOCTHON MHCTPYKIUHU OJHOIO M3 COTPYAHUKOB OTJENa KaJapoB

3A0 “Beivnien” 1 0pOpMHUTE €r0 B COOTBETCTBUHU C YCTaHOBICHHBIMHU TPEOOBAHUSMHU.

KOHTPOJIBHBIE BOITPOCHI

1. Ilepeuucnure 3anaun ¥ GyHKIUU KaJpOBOM CIIYKOBI.

2. Kakue 1OKyMEHTHI perJIaMEHTHPYIOT pabdOTy € IIEPCOHAIIOM OpTaHU3alNu?

3. Ha ocHoBe, Kakux JIOKYMEHTOB pa3pabaThIBAalOTCS IMOJOXKEHHE O KaJpOBOM ciyxkbe u
JIOJDKHOCTHBIE MHCTPYKLIMU €€ COTPYAHUKOB?

4. KakoBa CTpyKTypa TEKCTOB ITOJIOXKEHUSI O KaJpOBOU CIy*’0€ U JOIKHOCTHONU MHCTPYKLUU?

5. Kornma monoxxenue o KajapoBoul cinyxk0Oe mnpuodperaer ropuaudeckyro cuiry? Korma ono
TpebyeT nepepaboTKu?

6. Ilepeuncaure obmue TpeGoBaHUS K OPOPMIECHHIO OPraHU3ALMOHHBIX JTOKYMEHTOB.

NCTOYHUKU

Tpynosoit komekc Poccuiickoii ®eneparmu ot 30.12.2001 Ne 197-®3. Ilpunsr

lNocynapcrBennoit Jlymoit 21 nexabps 2001r. (B pen. ot 29.12.2010) // [DnexTpoHHBINA pecypc].

— M., 2019. — Pesxum gocryma:http://www.consultant.ru.

YHUpUUUpPOBaHHAs CHUCTEMa OPraHMU3aLMOHHO-PACTIOPAIUTEIBHON JIOKyMEHTAIHU.
YuupuuupoBansublie (GOpMbl, HHCTPYKIIMM M METOJUYECKHE MaTepHUajbl MO UX MPUMEHEHHUIO.

M.1982 // Il [DnexTponnsIit pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.

KBanudukamoHHblii CIIPaBOYHUK JOJHKHOCTEH PpPYKOBOIUTENEH, CHEIUAINCTOB H
cryxkammx. M., 2002/ /I [Dnextponnblii pecypc]. — M., 2019. - Pexum

nocryma:http://www.consultant.ru.



http://www.consultant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
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JINTEPATYPA

I'moroBa C.A. IlpodeccroHanbHBId CTaHAAPT CHEIHATNCTa 10  YIPABJICHUIO
MIEPCOHAJIOM B JIEATEIBHOCTH KaapoBOW CIyKObI [DnexTpoHHbIii pecypc]| / ['moroBa CeTiiana
AnekcannpoBHa; C. A.I'mortoBa// VYmpaBieHue IOKyMEHTAIlMEW: TMPOIUIOE, HACTOSIICE,
Oynymee : marepuansl [ll-eii MexnyHap. Hayd.-mpakT. KOH}., mocBsm. namsata npod. T. B.
Kysnenosoit, Mocksa, PITY, 23-24 mapra 2017 r. / M-Bo oOpa3oBanus u Hayku Poc.
Oenepanun, Denep. roc. OIOHKET. YIpexkd. BbICcHI. oOpa3zoBanus "Poc. roc. TyMaHUTapHBIN YH-
1", UcT.-apx. uH-T, Pak. TOKYMEHTOBEJICHUS U TEXHOTPOHHBIX apX., Kad. mokymeHToBeneHus. -
Mocksa :Tepmuxka.py, 2017. - C. 451-457. - Pexxum JIOCTyIIa
:http://elib.lib.rsuh.ru/elib/000013004.

Kykapuna HO.M.CoBpemMeHHbIE OpraHU3alMOHHBIE M PETrJAMEHTHBIE JOKYMEHTHI:
byukun u pazHoBugHocty // Bectauk PITY. 2016. No2. [DnexTpoHnHsIii pecypc]. — M., 2019. —
Pexum J0CTyIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik _daizi%202(4)-16.pdf.

[TaBnosckas, O. 0. IlpaBoBoe obecrnieueHne KaapoBOTro AENOMPOU3BOACTBA : yueOHOE
noco6ue 11st By30oB / O. FO. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2019. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrponsslii / OBC Opait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara obpamenus: 30.11.2019).

MartepuanbHO-TEXHUYECKOE o0ecriedeHne 3aHATHS:

Tpynosoii konexkc PO
YCOP/

KBanuukanoHHble XapakKTepUCTUKN paOOTHUKOB KaJIpOBOM CITYKOBI

A w0 np e

KommexT nokymentoB 3A0 “Brimnen”

TEMBI3-7 (10 u.). IOKYMEHTHUPOBAHUE KAJIPOBO JEATEJIBHOCTH
3AJJAHUA:

1. Msyuure 3akoHOJaTelbHbIE TPeOOBaHUS K  COJACPNKAHHUIO U O(GOPMIICHHIO  TPYHOBOTO

noroBopa. [loaroroBbTe MPOEKTH JOKYMEHTOB IO IpUEMY Ha paboTy.

2. [ToroToBBTE MPOEKTHI JOKYMEHTOB 110 TIEPEBOY Ha APYTYIO padoTy.


http://elib.lib.rsuh.ru/elib/000013004
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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3.IloaroToBbTe MPOEKTHI JOKYMEHTOB O TPEIOCTaBICHHU OTIIYCKA, MPOEKTHl JTOKYMEHTOBO
KOMaHIUPOBaHUU PaOOTHHUKA

4 TlonroToBbTe MPOEKTHI JOKYMEHTOB O IMOOMIPEHUH PAaOOTHHKA W TPOEKTHl JOKYMEHTOB O
BBIHECEHUH JUCIUIIIMHAPHOTO B3bICKAHHSL.

5.IloaroToBETE MHPOEKTHI JTOKYMEHTOB 00 W3MEHEHUH (aMuiand pabOTHUKA U IPOCKTHI

JOKYMCHTOB O PAaCTOPIKCHHUU TPYAOBOT'O JOTOBOpA.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Ha ocHOBe MarepuaioB AEJIOBO HIpbI (CIpaBOYHBIC JaHHBIE 0 pabOTHHKE) M TpeOOBaHUI
TpynoBoro kojekca MoAroTOBUTh TPYAOBOH JAOTOBOp ¢ paOOTHUKOM, O(OpMUTE MPHUKa3 O
npueMe paboTHUKA Ha paboTy (CTyIEHTbl MOT'YT COCTaBMTh NPHUKA3 M0 OOIIMM IpaBHiIaM
ohopMIIeHHSI TPUKA30B WM BOCIIOIb30BAThCS YHUDHUIIMPOBaHHOM (opmoit T-1). 3anomHuTsh
Jlnanyro kapTrouky pabotHuka (dopmy T-2.) OmnpemenuTb COCTaB JOKYMEHTOB,
UCIOJb3yEeMbIX U CO3JIaHHBIX IPHU IpHUEeMe Ha paboTy, KOTOpble (HOPMUPYIOTCS B JIMYHOE
neno paboTHHUKA.

2. Hcmonp3ysi MaTepualibl JI€IOBOW WIPHI (CIIPaBOYHBIC TaHHBIE O PAaOOTHUKE) M YYUTHIBAS
TpeboBanusi TpyaoBoro kojaekca opopMUTh MepeBO pabOTHHKA (10 €ro MHUIIMATUBE U TIO
MHUIMATUBE PYKOBOJIUTENS CTPYKTYPHOTO MOJIpa3/eleHusl) Ha JPYrylo paboTy B TOH ke
opranuzanuu. CocTaBuUTh 3asBJICHUE, MTPEJICTABICHUE, YBEAOMIIEHHE U O(POPMUTH MPHKa3 O
nepeBojie paboTHHKA Ha APYryro paboTy (o oOumM npaBuiaM ohOpMIICHHS TPUKA30B WIIH
BOCIIOJIb30BaThCsl YHUULIMpoBaHHON Qopmoii T-5). Buectu nanusle B JIMUHYIO KapTOUKY
pabotHuka (popmy T-2.) OmpenenuTh cocTaB AOKYMEHTOB, UCIOJIb3YEMBIX U CO3JIaHHBIX
IIPU NIEPEBOJIE HA JIPYT'YIO paboTy, KOTOpbIe (hOPMUPYIOTCS B IMYHOE AETI0 PaOOTHHUKA.

3. Hcxonms m3 MaTepualioB JIEIOBOW WIpPHI (CIpaBOYHBIC JaHHBIE O PabOTHUKE) , OOPMUTH
€XKETOIHBIM OUYepPEeJTHONW OIJTAYMBAEMBI OTMYCK W OTIYCK 0€3 COXpaHEHHs 3apaOOTHOMN
wiatel. CocTaBUTh TpaguK OTIYCKOB, OOPMUTH MpHKa3 O MPEJOCTaBICHUU OTIIycKa (10
o0muM mpaBwiaM oQGOpPMIICHHUS MPUKA30B MM BOCIOJIb30BAThCS YHU(PUIUPOBAHHOMN

dopmoii T-6). Buectu nanubie B JInunyro kapTouky padotauka (¢popmy T-2.).

Hcnonb3ys maTepuaibl AeI0BOM Mrpbl (CHpaBOYHBIE JaHHBIE O PAOOTHHUKE) MOJITOTOBUTH
NpUKa3 O HampaBlIeHHH pabOTHUKA B KOMaHIMPOBKY (IO OOLIMM TpaBHiIaM O(GOPMIICHUS

MIPHUKA30B WK BOCIIOJIL30BaThCsl yHUPUITUPOBaHHOM (popmoit T-9).
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Hcnonw3yst maTepuainbl eI0BOM UTPHI (CIIpaBOYHBIC JaHHBIE O paOOTHHUKE), OQGOPMHTH
MpUKa3 O MOOUIPEHUU pPa0OTHUKA(MO OOmMM TpaBwiaM O(OpPMIICHUS TPUKA30B WU
BOCIIOJIb30BaThCsl yHH(pHIMpoBaHHOW ¢Gopmoii T-9). BHectn maHHBIE O MOOIIPCHUU B
Jlmuayro kaprouky pabotHuka (dopmy T-2.). OmnpenenuTb cocTaB JOKYMEHTOB,
UCTOJIB3yEeMBIX TPU O(MOPMIICHUHU TOOIIPEHUs,, KOTOpPbIE (HOPMHUPYIOTCS B JIMYHOE JIEJI0

paboTHUKA.

Ha ocHOBanmnu MaTc€puralioB HGHOBOﬁ HUI'PbI COCTABUTH 06’LSICHI/ITCJ'II)HYIO 3aIlIUCKy O
AUCHUILIIMHAPHOM ITPOCTYIIKEC, JOKIAAHYIO 3aIlIMCKY O HapyIICHHUHN pr,I[OBOﬁ JUCHUITIINHBI,

IMPHUKA3 O HAJTOXCHUHN JUCHUIIJIMHAPHOTO B3bICKAHUA.

Wcnonb3yss marepuanbl JEIOBOH WUIphl (CIpaBOYHBIC JaHHBIE O PaOOTHUKE) OPOPMHTH
MpeKpalleHue TPYIOBOIO JIOTOBOpAa II0 HMHUIMATHBE pAOOTHHMKA, 110 WHUIIMATUBE
paboToxarerns, Mo 00CTOATENBCTBAM, HE 3aBHCALIMM OT BOJH CTOpOH. OTNpenennTh cOCTaB
JOKYMEHTOB, KOTOpPBIMH odopmisercs Kaxnas cutyamus. Odopmute mnpukaz o
MpeKpaIleHuN JICHCTBHS TPYIOBOrO joropopa (mo oOmmM mnpaBuwiaM odopMieHus
MPUKA30B WJIM BOCIOJIb30BaThcsl yHUGUUKpoBaHHOU (opmoit T-8). Buectu mannbie 00
yBOJbHEHHH B JIuuHyro KapTtouky pabotHuka (dopmy T-2.). Omnpemenutb cocra
JTOKYMEHTOB, HCIOJB3YEMbIX MpPU OQOPMIICHHH YBOJBHEHHUS, KOTOphIe (HOPMUPYIOTCS B
JIMYHOE JETI0 PaOOTHUKA.

CocrtaBbTe MPOEKT MpHKa3za 00 W3MEHEHUU (aMUIINM, TMPUBEAUTE BO3MOXKHBIE OCHOBAHUS

AJId U3aaHWs TaKOro Imprukasa.

KOHTPOJIBHBIE BOITPOCBI:

Briiennte 0OCHOBHBIE IOKYMEHTHPYEMBIE 3a/1a4H KaJpOBOU AEATEIBHOCTH.
OxapakTepu3yiTe CTPYKTypy TEKCTa TPYAOBOTO OTOBOpA, TEPEUUCIIUTE CYIICCTBEHHBIC
MOJIOKEHUS TPYIOBOTO JI0TOBOpA.

SBnsrorcs 1 yHUPUIMPOBAHHBIE (POPMBI 0053aTENBHBIMU ?

Ha ocHoBe TpeOoBaHMII K TpPyIOBOMY JOTOBOPY, OMPEICITUTH TMOPSAOK OQOpMIIECHUS
JIOTIOJTHUTEIIFHOTO COoTTIameHust (A3MEHEHUS K TPYIOBOMY JIOTOBODY).

Kakumu TpeGoBaHUSMHU JOJKHA PYKOBOJCTBYETCS KaapoBas cClyx0a mpu odopMIICHHH

MPHUKA30B B TEKCTOBOH opme?

NCTOYHHUKHU
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TpynoBoii kogexc Poccuiickoii @enepanuu. Ilpunar I'ocympapctennoit ymoit 21
nekabps 2001r. .( ¢ w3m. u gom.) // [DnektponHbi pecypc]. — M., 2019. — Pexum

nocryma:http://www.consultant.ru.

VuudunupoBanHbie GOPMbI MEPBUYHOM YUSTHOH JTOKYMEHTAIMHU IO YYETy TPyJa U €ro
OILTATHI. 4.1 M.,2004// Il [DOnektponnbiii pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

O6mepoccuiickuii kinaccuduraTop npodeccuii padoyux, MTOJDKHOCTEH CITyXKaIluX W
tapudubix paspsagoB OK 016-94. M.: Muntpyn Poccun, 1995. ///] [DnexTponnsiii pecypc]. — M.,

2019. — Pexxwum noctyna:http://www.consultant.ru.

Oo6mepoccuiickuii  kinaccudukatop wmHpopmammu o Hacenmenun OK 018-95. M.:
Muntpyn Poccum, 1996 //ll  [Dnextponnsiii  pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

Oo6mepoccuiickuii knaccudukarop ymnpasieHueckoi mokymenrtaiuu OK 011-93. M. :
loccranmapr Poccun, 1994 /I [DnexkTtponnsni pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

Obmepoccuiickuil kiaccupukarop crnenuanbHocTeld mo obpazoBanuto OK 009-93.
M. Toccrammapr Poccum, 1995 //// [DOnexrponusni pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

JIMTEPATYPA

Abynanze, /1. I'. JlokymeHTallioHHOE 0OecrieueHe yIpaBieHusl IEPCOHAIOM : YUEOHUK
U MIPAKTUKYM Ui akajemMudeckoro 6akanaspuata / [I. I'. A6ynanze, U. b. Beimpsokkuna, B. M.
MacnoBa. — Mocksa : U3narensctBo HOpaiit, 2019. — 299 c¢. — (bakanaBp. AkajeMUYeCKHii
kypc). — ISBN 978-5-534-00875-3. — Tekcr : anekrponnsiii // ObC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/433411 (mara obpamenus: 30.11.2019).

KanpoBoe nenonpousBojctBo: Haumnaem ¢ Hymis. Ayaut cBoumu cuiamu / H.B.
XKypasnesa, M.B. XypasneBa. - 2-e uza. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mar. znanium.com). - (IIpocro, kpaTko, 6sicTpo). (0) ISBN 978-5-16-008986-7 -
Texcr : onekrponnwii. - URL: https://new.znanium.com/catalog/product/417566 (mara

obpamenus: 30.11.2019)

MaTepI/IaJILHO-TeXHI/I‘leCKOG o0ecrnevyeHue 3aHATHA:
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Tpynosoii koaekc PO.

YHuduuupoanusie GOpMbI IEPBUUHON YUETHOH TOKYMEHTALIUH.

Marepuansl J1eJIOBOW WIPhI, COAEPIKAIIME CIPABOYHBINA JaHHBIE O pabOTHHKE, HH(POPMAIHIO O
€ro TPYIOBOU EATEIBHOCTH.

O6mepoccuiickue KiaccuuKaTophbl.

Tema 8 (2 4.) TPYJIOBAS KHIDKKA

3AJJAHUA
1. TIlpoanamusupoBarbs Tpynosoi konexkc P®, [lpaBuna BeneHus U XpaHEHUs TPYIOBBIX
KHW)XKEK, MHCTPYKLUHIO II0 3al0JIHEHHIO TPYIOBOM KHWXKKHA. BBIICHUTH IpaBuia
3aBEJICHUS U NOPAIOK BEICHUS TPYILOBBIX KHHKEK.
2. 3anoyHuTh OJaHK TPYIOBOW KHM)KKH CBEJCHUSMHU O pabOTe U YBOJIbHEHUH.
3. Ilpoanamm3upoBaTh NPEATIOKEHHBIE KOMUU TPYAOBBIX KHIKEK, OOBSCHUTH OIIMOKH B
o OpMIICHNY U BEICHUMU.

4. 3apeructpupoBaTh 0(HOPMICHHYIO TPYJIOBYIO KHIKKY.

YKA3AHUS 10 BBIITOJIHEHUIO 3AJTAHUI

1. Uzyuuts Tpynosoit konekc P®, IIpaBuia BeeHHS M XpaHEHUS TPYIOBBIX KHHUXKEK,
UHCTPYKIUIO 10 3aII0JTHEHUIO TPYIOBBIX KHUKEK .
YcTaHOBHTS:
-3aKOHOJATEJIbHBIE M1 HOPMATHUBHBIE ITOJIOKEHUS O CTaTyce TPYAOBOM KHMXKKE, MOPSAKE €€
oopmieHUs U BEICHMUS;
- HOpMaTHBHbIE TPeOOBaHUS O AyOIMKaTe TPYIOBONW KHUXKKH;
- HOpMaTUBHbIE TPEOOBAaHUS O BKJIAJBIIIE K TPYIOBOM KHIXKKE.
2. Hcnonp3ys TmpemioKeHHbIE MaTepualbl JEJIOBOM WIPhl W MaTepHallbl 3aHITHH O
JOKYMEHTUPOBAHUU IIpUEMa, IIEPEBOJIA, YBOJBHEHUS BHECTH COOTBETCTBYIOILME 3aIIUCU
B TPYJIOBYIO KHUXKKY.
3. WByunTh mpenyioKeHHbIE KOTMU TPYAOBBIX KHIDKEK, BHIIBUTH OITHOKH B O(OPMIICHUH U

WCIIPaBJICHUSAX HA TUTYIBLHOM JIUCTE, B pasjene «CBeaeHus o paboTey.

KOHTPOJIBHBIE BOITPOCHI
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1. B xakoil cpok mOoKHA OBITH 3aBeleHA TPY/OBas KHIDKKA MPU MOCTYIJICHUU paOOTHHKA Ha
paboty BHepBble?

2. B xakux ciaydasx KaJIpoBas ciy>kOa MMEeT MpaBo BbIIATh NyOIHMKAT TPYIOBOW KHUKKH?

3.B kaxoii cpok mocie yBoJbHEHUS! paOOTHUKY BBIIAETCS TPYIOBasi KHUXKKA?

4. Kak oopmiisieTcst BbIgaua BKJIQIbIIIA K TPYJAOBOW KHUKKE?

5. Kakoe cTpykTypHOE MOApa3/eICHHE OPraHU3allid XPAaHUT OJIAHKH TPYIOBBIX KHIDKEK H
BKJIAIBIIIEH K HUM?

6.Kak ucnpaButh ommOKu, 0OHApy>KEHHbIE HAa TUTYJILHOM JIUCTE TPYAOBOM KHUKKHU?

7.Kak ucnipaBuTh ommOKu, OOHapyKEHHBIE B 3a0JIHEHUH pa3zena «CBeaeHus o pabore»?

NCTOYHUKU
Tpynosoit koaekc Poccuiickoit ®enepanuu. [lpunsat rocygapcrsennoit Jymoit 21
nexkabps  2001r.  //  [DnextponHeli  pecypc]. — M.,  2019. —  Pexum

nocryna:http://www.consultant.ru.

[IpaBuna BemeHuss ¥ XpaHEHUS TPYHOBBIX KHIKEK. (yrB.IlocTaHoBieHnem
[TpaButensctBa PD ot 16 ampens 2003 r. Ne 225 // [DnextponHsblii pecypc]. — M., 2019. —

Pesxxum noctyma:http://www.consultant.ru.

WHcTpyKuus 1o 3anojHEHUI0 TPYAOBbIX KHIKEK (yTB. [locranoBnennem MunucrepcTBa
Tpyda U coumanpHoro passutus Poccuiickoii @enepaunu ot 10 oxTabps 2003r.).
3apeructpupoBana Munucrepctsom toctuuuu Poccuiickoit ®eneparyu 11 HosOps 2003 1. Ne

5219. //[DnextponHsrii pecype]. — M., 2019. — Pesxxum gocryna:http://www.consultant.ru.

JIMTEPATYPA

I'motoBa C.A. TeHmeHIMU pa3BUTUS KaapOBOTO JENOMPOHM3BOACTBA B paMKax
nporpammbel  "lludpoBass  sxoHommka"  [OnekTpoHHbli  pecypc| /I['moroma Ceernana
AnekcannpoBHa; Cetrnana A. ['moroBa// YnpasineHue 1OKyMeHTaMH B IIUGPOBOM IKOHOMUKE. -
Mocksa : PITVY, 2019. - C. 98-103. - Pesxxum noctyma : http://elib.lib.rsuh.ru/elib/000013245.

KanmpoBoe nenompousBojctBo: Haumnaem ¢ Hyns. Ayaut cBoumu cuinamu / W.B.
XKypasnesa, M.B. XypasneBa. - 2-¢ u3a. - Mocksa : HUL] UH®PA-M, 2014. - 184 c.: 60x88
1/16 + ( Hom. mar. znanium.com). - (IIpocro, kpatko, 6sicTpo). (0) ISBN 978-5-16-008986-7 -
Texct : onextponnsni. - URL: https://new.znanium.com/catalog/product/417566 (nmata
obpamenus: 30.11.2019)

[TaBnoBckas, O. FO. IIpaBoBoe obecniedeHne KaapoOBOTO JEIONPOU3BOACTBA : yaeOHOE

nocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2019. — 213 ¢. —
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(Beicmiee oopazoBanne). — ISBN 978-5-534-11565-9. — Tekcr : anexkrponnsiit / ObC HOpait
[caiiT]. — URL: https://urait.ru/bcode/445662 (nara oopamenus: 30.11.2019).

MaTepI/IaJILHO-TeXHI/I‘leCKOC o0ecrnevyeHue 3aHATHA:

I/IHCprKI_[I/ISI 110 3aIIOJIHCHHUIO TPYAOBBIX KHUKCK
HpaBHna BCACHUA 1 XPAHCHUSA TPYAOBBIX KHHIKCK
bnanknu TPYAOBBIX KHUKCK

[TpuMepsbI 3aroIHEHHBIX TPYIOBBIX (KHUKEK ¢ OIIHOKaMN)

Tema 9 (2 4.) CHACTEMATHU3ALIMSA JOKYMEHTOB KAJIPOBO# CJIVKBBIL.

3AIAHUS

1. Ilpoananusupyiite HOMEHKIATYpY A€ KaapoBoil ciayxObl 3AO “Beimnen”.

2. CocraBbTe MPOEKT HOMEHKIATYpHI 1en oTnaena kaapoB 3A0 “BeiMmmen” Ha cleayromIHii
KaJICHAPHBINA T'OJI.

3. Tlpoanamusupyiite TpeOOBaHHE 3aKOHOAATEIHHBIX M HOPMATUBHBIX JTOKYMEHTOB K COCTaBY
JIOKYMEHTOB JINYHOTO JIEJIa.

4. Cdopmupyiite muuHoe aeno corpyaHuka 3A0 “Bemvnen” u cocTaBbTe BHYTPEHHIOKO ONUCH

JOKYMCHTOB JIMYHOTO ACa.

VKA3AHUS 10 BBITIOJITHEHUIO 3AJTAHUN

1. C yuyeroMm TpebOBaHUN HOPMATHUBHBIX JIOKYMEHTOB NPOAHATU3UPYHTE HOMEHKIATYpPY el
3A0 “Bwimmen”, ompenenss €€ BHJI, KIACCH(PUKAIMOHHYIO CXE€MY, OCOOEHHOCTH
(GopMynMpOBaHUS 3arojIOBKOB, MCTOYHHKH U IPAaBUIBHOCTh YCTAHOBJIEHHS CpPOKOB
xpaHeHus. Onpenennre Nepexo e 1ea, BKIIOUEHHBIE B 3TY HOMEHKIIATYpYy.

2. Ha ocHoBe TpeGoBanmii OCHOBHBIX NpPaBUJI padOTHI aPXWBOB OpPraHU3AIMN W THUIIOBOTO
NepeyHsl YNpPaBJIEHYECKHX JOKYMEHTOB CO CpOKaMU XpaHEHHS  COCTaBbTE IPOEKT
HOMeHKJIaTypsl 7en 3A0 “BriMnen” Ha cienyromuil kanenaapusiil roa. [Ipoekt opopmuTte B
COOTBETCTBUH C YCTAHOBJIEHHBIM IOPSAIKOM.

3. Wzyuuts Yka3 I[Ipesnnenta PO Vka3 [Ipesnnenta Poccuiickoin @enepannn ot 30 mas 2005

r. Ne 609 «O nepcoHadbHBIX JAHHBIX TOCYJIAPCTBEHHOIO TPAXKIaHCKOTO Cliyxamiero Poccuiickoi
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®denepaliv M BEICHUU €ro JIMYHOTrO Aeia» M3yuuth p.8 TuMOBOro mepedyHs ynmpaBiIeHUYECKHUX
JOKYMEHTOB U OIIPENIEIUTh COCTaB JOKYMEHTOB JINYHOTO JIeJIa paOOTHHKA.

4. Mcnionb3yst JOKYMEHTHI, pa3paboTaHHbIE HA MPEIbIIYHINX 3aHATUIX, CcHOpMUpPYHTE JTUUYHOE
neso paboTHUKA ¢ YYETOM YCTaHOBJICHHBIX HOPMATUBHBIX TpeboBanuid. [[ist chopMupoBaHHOTO

JIMYHOTO J€ja COCTaBbTC BHYTPCHHIOIO OIIMCHh JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. KaxoBo Ha3HaueHHWE HOMEHKIJIATYPHI JIe B KaApOBOil ciryxoe?

2. KakoBbl TpeOoBaHusI K (POPMYIHUPOBKE 3arojOBKOB JOKYMEHTOB IO JIMYHOMY COCTaBYy B
HOMEHKJIaType Jen?

3. Ilepeuncnure cocraB JOKYMEHTOB JIMYHOrO Jiela pabOTHUKA; T'OCYAapCTBEHHOTO
CITy KaIlero.

4. Kak onpenenstoTcsi CpOKH XpaHEHHS KaIpOBBIX JOKYMEHTOB?

5. Kakas cimy0a B opraHu3aiyy J0JDKHA pa3padoTaTh HOMEHKIIATYPY 1€ KaIpOBOH CITy:KOBI?

6. Kakne ocoOeHHOCTH XapaKTepHbI Al HOMEHKIATYpPhI Jell KaapoBoil ciy>K0b1?

NCTOYHUKHU

Vka3 Ilpesunenrta  Poccuiickoit ®enepaumn ot 30 mas 2005 r. Ne 609 «O
NEPCOHAIBHBIX JAHHBIX I'OCYJApCTBEHHOIO IPpaKIaHCKOro ciyxxamero Poccuiickon ®enepaunn
W BeICHMM ero JuyHoro jaena» // [Dnekrponuslii pecypc]. — M., 2019. — Pexum

nocryna:http://www.consultant.ru.

IIpuka3z PocapxuBa ot 23.12.2009 N 76"O0 yTBepxkIeHUHM MeTOINYECKUX
pekoMeHaalui 1o pa3paboTKe MHCTPYKLUHMN IO JAEIONPOU3BOJCTBY B (hefepalibHBIX OpraHax
ucronHuTeNbHOW  Biactu"//[DnektponHblii  pecypc]. — M.,  2019. -  Pexum

nocryma:http://www.consultant.ru.

HCpC‘lCHL TUIIOBBIX YIIPABJIICHYCCKUX APXUBHBIX ITOKYMCHTOB, O6p33y10H_[I/IXCSI B
nmponecce ACATCIBbHOCTH TOCYHAapCTBCHHBIX OpPraHOB, OpraHOB MCECTHOI'O CaMOYIIPABJIICHUA U

opraHusainuii, ¢ ykazanuem cpokoB xpaHeHus. M.,2010// [OnextponHsiii pecypc]. — M., 2019. —

Pexxum noctyma:http://www.consultant.ru.

JINTEPATYPA
beikoBa T.A. JloKyMeHTallMOHHOE OOECICUEHHE YIpaBICHUS (ICIOMPOU3BOCTBO)

[DnexTponHbIit pecype] : yuebnoe mocodbue / T. A. beixkoBa, T. B. Ky3nenona. - 2-¢ usn.,
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nepepad. u mom. - MockBa : Uudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. —
URLhttp://znanium.com/go.php?id=942800.

MaTepI/IaJILHO-TeXHI/I‘leCKOC o0ecrnevyeHue 3aHATHSA:

Metoauueckre peKOMEHJaUuMid MO pa3paboTKe WHCTPYKUMHA IO JETONpPOU3BOJACTBY B
denepanbHBIX OpraHax UCHOIHUTEIBHON BIIACTH.

Kommnext nokymentoB 3A0 “BeiMmen”.
[lepedyeHh THUNOBBIX YIPABICHYECKHUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B TMPOIECCE
JIEeATEIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIIPABIICHUS U OpraHU3ALIMM,

C YKa3aHUEM CPOKOB XPAaHEHHS.


http://znanium.com/go.php?id=942800
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IIpuaoxenne 1

Annomayusa oucyuniaunst (Mooyns)

Jucuumnuuna  «KaapoBoe — 1elonpou3BOJACTBO» — BXOOUT B 0a30ByHO  4acTh
npodecCHOHATFHOTO TUKIa AuciuIiinH 1o HampaBieHuio 034700 «JlokymeHTOBeneHUE U
apXMBOBEJCHUE» U aJipecoBaHa OakanaBpam 3 Kypca (1 cemectp). Aucnunnuna peanusyercs Ha
dakynpTeTe JOKYMEHTOBEACHHUS M TEXHOTPOHHBIX apXUMBOB Kadeapoil ITOKyMEHTOBEICHHUS,

AYAUOBU3YAJIBHBIX U HAYYHO-TCXHUYCCKUX aPXUBOB .

JucuunmHa HanpaBieHa Ha popMupoBaHue MPOPECCHOHATBHBIX KOMIIETEHITHIA:

e OK-4 - criocoOHOCTH MCHOJB30BATh OCHOBBI MPABOBBIX 3HAHUH B pa3iMyHBIX chepax
IEATELHOCTH;

e OIIK-6 criocoOHOCTh pemath CTaHAAPTHBIE 3a7addl MPO(ECCHOHATBFHON NeSTETbHOCTH
Ha OCHOBEe WH(OpMANMOHHOW H OHOIMOrpagUyYEecKOil KyIbTYphl C NPHUMEHEHHEM
MH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI U C YYETOM OCHOBHBIX TPEOOBaHUIA

MH()OPMAIMOHHON OE30MMaCHOCTH;

Ilpeomemom  Oucyunnumel SBISETCA KaapoBas JTOKYMEHTaIusl, coO3/1aBaeMas B
JESATeTLHOCTH KaJIpOBBIX CIYk0 M odopmisiionias TPYAOBbIE OTHOIICHUS C PaOOTHUKAMH,
OCOOEHHOCTH € MOATOTOBKH U PabOTHI C HEM.

L]env oceoenus yuebHOU OUCYUNIUHBL: U3YICeHHE OCHOBHBIX TMPaBWII JOKYMEHTHUPOBAHUS TPYIOBH

OTHOIIICHUU B P® n OopraHu3anun pa6OTLI C JOKYMCHTAMHU I10 INYHOMY COCTaBY.

3aoauu kypca:

o O3HaKOMHTBH CTY/IEHTOB C OCHOBHBIMH IPaBOBBIMHM aKTaMH B cepe KaapoBOTo
JIeJIONPOU3BO/ICTBA,;

. CdopmupoBaTh KOMIUIEKCHOE MTPEJICTABICHHE O COCTOSSHUM COBPEMEHHOI CHCTEMBbI
JIOKYMEHTAIUH 10 JUYHOMY COCTaBY;

J JlaTh XapakTepUCTUKY 00s13aTEIbHBIM, YCIOBHO-0053aTEIbHBIM U PEKOMEHTyEMbIM
JIOKYMEHTaM KaJpOBOU CITyKObI;

J Onucatb 0COOEHHOCTH COCTaBJICHUS M O(OpPMIIEHUS JOKAJIbHBIX HOPMAaTHUBHBIX
aKTOB, pErylaMEHTUPYIOUINX JeSTeIbHOCTH KaJIPOBBIX CIYX0;

. BbIsIBUTE OCHOBHBIE JOKYMEHTUPYEMBIE 3a/1a4H KaJpOBOU CITYKOBbI;
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° YCTaHOBUTH COCTAB JOKYMEHTOB IO OCHOBHBIM JIOKYMEHTHPYEMBIM KaJIpOBBIM
nporeaypam;

° [TommaroBo onucarh MOPSAIOK JOKYMEHTHPOBAHMS 3TUX MIPOLIECIYP;

° CdopmupoBaTh HaBBIKM COCTaBICHUS U OPOPMIICHUS JOKYMEHTOB IO JUYHOMY
COCTaBy;

° OOyunuTh OCHOBHBIM TEXHOJOTMYECKHM IIpHeMaM JeJIONPOU3BOACTBEHHBIX
oneparnuii;

° O3HaKOMUTH C HOPMaMH U TIpaBUJIAMU CHUCTEMATH3aIlMU U XPaHCHUs JTOKYMEHTOB

I10 JINYHOMY COCTaBy.

B pezynbmame uzyuenus oucyuniunvl cmyoenm OONHCeH 3HAMb.

® COBPEMEHHYIO 3aKOHO/ATEIbHYIO U HOPMAaTUBHO-IIPABOBYIO 0a3y, periiaMEHTUPYIOLIYIO

paboTy ¢ KaApOBOM TOKyMEHTalUEH;

® OCHOBHBIC MPOOJIEMBI COBPEMEHHOTO KaJIpOBOTO JIEJIOTIPOU3BO/ICTBA;

e crnenuduKy KaJpoBOil TOKYMEHTALIMU B TOCYIaPCTBEHHOW ¥ HETOCYJapCTBEHHOM
chepax;

® CcoCTaB 00s3aTeNbHBIX IOKYMEHTOB KaJpOBOM CITyKOBI;

® TIOpPANOK JOKYMEHTHUPOBAHMS KaJIPOBBIX IMPOLEAYP, CPOKH U3JaHUs JOKYMEHTOB;

e TpeboBaHUs K O)OPMIIEHHUIO JOKYMEHTOB I10 JUYHOMY COCTaBY;

®  TEXHOJOIHIO paboThI C JOKYMEHTaMH KaJpOBOH CITY>KOBI;

®  TIOPSJIOK BEIEHUS JIMYHBIX /1€ paOOTHUKOB,;

o mpaBujia CUCTEMATHU3AIIUH U XPAHCHUSA JOKYMCHTOB I10 JIUMYHOMY COCTaBY.

B pezynomame uzyuenus oucyuniunvl cmyoenm OO0JHCeH YMemb

e paboTaTh C HOPMATUBHO-TIPABOBOM 0a30ii B chepe KaapOBOTO JAEIOMPOU3BOCTBA;

¢ [IPUMCHATH HOPMbI TPYJAOBOI'O IIpaBa, KaCarOIInueCqd KaILPOBOﬁ JOKYMCHTAllUU, Ha

MIPaKTHUKE;
® OpraHu30BBIBaTH pabOTY KaJpOBOil CITYKOBI;

® COCTaBIIAATh U OPOPMIIATH JIOKAJIbHBIE HOPMATUBHBIE aKTHI KaJIPOBOi CITyKOBI;
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MMPOBOAUTH BECh KOMILJICKC pa60T M0 JOKYMCHTHUPOBAHUIO OCHOBHBIX KaAPOBbIX

Ipoueayp;
MPaBUIBHO 0QOPMIISATE U OQOPMIISTH OTJENIbHBIE KaAPOBBIE JOKYMEHTHI;

OpraHu30BaTh pabOTy C KaIpOBOH TOKYMEHTALIUEH B OpPTraHU3aIUsIX U YUPESIKICHUIX

Pa3IMYHbIX OPraHU3AIMOHHO-TIPABOBBIX (OPM.

B pezynomame uzyuenusn oucyuniunvt cmyoenm 00axcen 001a0amv HABLIKAMU.

aHaJIM3a MPaBbIX aKTOB, BBIABICHUS HEOOXOIUMOW periaMeHTUupyrolei nHbopManuu o
JIOKYMEHTHUPOBAHUU TPYIOBBIX OTHOLLIEHU;

paboThI C TUIIOBBIMU M YHU(DUITMPOBAHHBIMU (DOpMaMU JOKYMEHTOB;

COCTaBIICHUS PA3NIUYHBIX BHUJIOB JIOKYMEHTOB, O(QOPMIISIONIUX TPYAOBbIE OTHOIICHUS C
pabOTHHKAMU;

COCTaBIICHUS JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, PEriaMEHTHPYIOMINX paboTy KaapoBoOil
CITY>KOBI,

MOJICJIMPOBAHUS  YNPABICHYECKUX CHUTyallMd IO BOINpOCaM JOKYMEHTHPOBAHUS
TPYIOBBIX OTHOILICHUIA;

paboThI ¢ KaAPOBOM TOKYMEHTAIUEH;

cucreMaTu3anmnu KaﬂpOBOﬁ JOKYMCHTAIIUU U OpTraHHU3allnn ec XpaHCHUA.

[To nucuummze (Modynr0) NPeAyCMOTPEHa IPOMEXYTOUHAs aTTecTalust B popme

IK3AMEHA .

O6H.[3.$I TPYAOCMKOCTb OCBOCHUS JUCHHUIIIIMHBI COCTABIIACT 3 3a4eTHEIC CIWHUIIBI.
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[Tpunoxenue 2

JUCT UBMEHEHUH
No TekcT akryanuzanuu win npuwiaraembsiid Kk PITJ[ nokymenT, Hara No
COZIEPIKAILNI U3MEHEHHUS MPOTOKOJIA
1. 1. ObHOBIEH CNUCOK UCTOYHUKO8 U TUMePamypbl 13.09.2017 e. No 1

2. ObHosena cmpykmypa OUCYuniunsl 0Jis 04HOU Gopmbl
00yuenus

2. 3. ObHosnen cocmag npoepammuozo obecnevenus (110),
COBPeMEHHbIX NpogeccuoHanbhvix 6asz oannvix (B/) u
ungopmayuonno-cnpagoynwvie cucmem (MCC)

3. 1. ObHo6NEH CNUCOK UCTOYHUKOS U IUMepamypbl 05.09.2018 . No 1

2. ObHosena cmpykmypa OUCYuniunsl 0Jisk O4HOU Gopmbl
00yuenus

4. | 3. Obnosnen cocmas npoepammnozo obecneuenus (110),
cospemenHbiXx npogheccuoHanrbhvix 6as oannvix (b/]) u
ungopmayuonno-cnpasounvie cucmem (MCC)

3. 1. O6HOGIEH CRUCOK UCTOYHUKOS U IUMepamypbl 22.06.2020 Ne 10
Ilpunoscenue 2.1.

2.06n061€Ha cmpyKmypa OUCYURIUNbL Ol OYHOUGOPMbL
00yueHus

Ilpunoscenue 2.2.

6. 3. Obnosnen cocmas npoepammuozo obecneuenus (I10),
CO8peMeHHbIX npogeccuoHanvvix 6as oanuvix (b) u
ungopmayuonno-cnpasounvie cucmem (MCC)
Ilpunoscenue 2.3

Ilpunoscenue 2.1.

HUcTounuku (00653aTeIbHbIEC)
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®enepanbHblii 3ak0H OT 16.12.2019 No 439-®3 «O BHeceHun m3meHeHHil B TpyaoBON KOAEKC
Poccuiickoit ®enepaunn B uyacTu (HOPMUPOBAHHS CBEICHUH O TPYIOBOW MAEATENBHOCTH B
3JIEKTPOHHOM BUJICH [DneKTpOHHBIN pecypc] //
URL:http://publication.pravo.gov.ru/Document/View/0001201912160070  (mata  oOpareHus
01.10.20201.)

HcTounukM (10NMOJHUTEIbHBIE)

[lpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaeHuu IlepeyHs THIIOBBIX
YIPaBJIEHYECKUX ApPXUBHBIX JIOKYMEHTOB, 0Opa3ylomuxcs B MpoLEcce ACATeIbHOCTU
rOCYJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIIPABJICHUS M OpraHU3alUi, ¢ yKa3aHUEM
cpokoB wux xpaHenus" (3apeructpupoBano B Muntoctre Poccum 06.02.2020 N 57449)
[Onextponnblii  pecypc] // CnpaBouHo-mouckoBas cuctemMa «KOHCYIbTaHT — ILTIOCH.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722 (mata oOpaIieHus:
19.10.2020)

O®epnepanbubii  3akoH  oT  24.04.2020 N 122-®3 "O mnpoBeaeHUH 3KCHEPUMEHTA IO
UCIIOJIb30BAHUIO D3JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ paboroil"// WuTepHer-mopTan
MpaBOBOI nHdopmaruuhttp:// www.consultant.ru/document/cons doc LAW 351124/(nata
obpamenus: 19.10.2020)

[Tpuxa3z Muntpyna Poccuu ot 14.05.2020 N 2401 "OO0 yrBepxaeHuu IlonoxxeHus o mopsiike
IPOBEIEHUS SKCIEPUMEHTAa IO MCIIOJIB30BAaHUIO AJIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX C
paboroi" (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// Untepuer-nopran
npaBoBoi  MH(OpMAIUH https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obpamenus 01.10.2020.

JInteparypa (ocHOBHas)

Kanposoe nenonpousBonactBo. YueOnuk. / C.JI. Ky3nenos, C.A. I'noroBa — M.: M3garenscTBO
«TEPMUKAY, 2020. — 492 c.


http://www.consultant.ru/cabinet/stat/hr/2019-12-18/click/consultant/?dst=http%3A%2F%2Fpublication.pravo.gov.ru%2FDocument%2FView%2F0001201912160070%23utm_campaign%3Dhr%26utm_source%3Dconsultant%26utm_medium%3Demail%26utm_content%3Dbody&c=B6349A10D31EE36F3AC3B7D0048FEBB9F372A5A930F8FAA20CB6DC6E8C10331BA56C0C863256984852D13B9F2A6AA3F1C5D3B2E9ACD96B1210CA89215A39E764111FC52F01A5EDE5E442660B7ADB2A24AC30764C009ABE766DCAD146D10996A424A3D41AA7ACC7F8F7DDCDD756E556478115E7854262030D456F2561DD9A437881ADA5F01DE8B20E4DAD5CD19F88A05D4B9227E8B1467D707D461C0F584D6B107809977604FB311C22E16A79FFEC564F
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/document/cons_doc_LAW_351124/
https://www.garant.ru/products/ipo/prime/doc/74170714/
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Ilpunoscenue 2.2.

Cmpykmypa oucuyuniaunvl (MoOyns) 01a 04HOU hopmbl 00yueHus

(2020 200 nabopa)

Obwas mpyooemkocms oucyuniunsvl cocmasnsiem 3 3.e., 114 4., 6 mom yucne xomnmaxmmas
paboma obyuarowuxcs ¢ npenodasamenem 42 u., npomescymounas ammecmayus 18 u.,
camocmosamenvras paboma obyuarouwuxcs 54 u.

Bunel yue6HOI paboTh Dopmbl meKyuie2o
Pazoen (B yacax) KOHmMponsn
No Hucyunnunv ycnesaemocmu (no
n/n Q‘ Heodenam cemecmpa)
S Dopma
N KOHTaKTHas1 -~
= > —1 & RPOMENCYMOUHOU
N g o :',-1 < 5 <
S o |EL|E 2| ECE ammecmayuu (no
< 9 o =
= T 2E|2 E 23 |2 Lc’é cemecmpam)
5 z EEZ|&E S E 3 =
= | 8§ |£§8|88k = | £
= |8 B35 |8
= = Moo
1 Beenenne 5 |1 4 Cobecedosanue
2 PermamenTarus 5 |2 8 Ilposepka oomawnux
JOKYMEHTUPOBaHUS 6 3QA0aHUll U NPAKMUYECKOUL
KaJIpOBOM pabombi
JeSITeTbHOCTH U
paboThI ¢
KaJIpOBBIMHU
JOKYMEHTaMHU
3 Opranuzanus 5 |2 Ilposepka u oyenka
paGoThI KaAPOBOii 4 8 npakxmuyeckou pabomol
CITY>KOBI
4 CocraB KaapoBoOi 5 |2 Konmponvnas paboma Ne
JIOKyMEHTALUH. 6 8 1,
JIOKYMEHTHPOBAHHE nposepra u oyenka
npakmuyeckol pabomoi
TPYAOBBIX
OTHOIIEHUH.
5 | Yuer nuuHOrO 5 |1 8 IIposepka u oyenxa
COCTaBA. 4 npakmuyeckou pabomol
6 Opranuzanus 5 |2 Koumponvnas paboma Ne
paboTsI ¢ 4 10 |2
Ka7pOBBIMHU IIposepka u oyenxa
npoeepka u
JOKYMEHTaMHU .
npakmuyeckol pabomol
7 DKk3amMeH 5 18 |8 Hmoeosas konmponvras
paboma
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| UITOr O: | |18 | |24 | |18 [54 |

Ilpunoosrcenue 2.3.

Cocras nporpammuoro odecnevenusi (IIO), copeMmeHHbIX podecCHOHANBHBIX 0a3

nanubix (b/]) u undopmannonno-cnpaBounbie cucrem (MCC) (2020 r.)

. Ilepeuens I1O
Nenn Haumenosanue 10 [IpousBoauTens Coco0
/m pacrpocTpaHeHHS
(ruyensuonnoe unu
c80000HO
PACNpOCMpaHaEeMoe)
1. AdobeMasterCollection CS4 Adobe JINIIEH3UOHHOE
2. MicrosoftOffice 2010 Microsoft JINIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UMOHHOE
4. MicrosoftOffice 2013 Microsoft JINIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIEH3UOHHOE
6. KasperskyEndpointSecurity Kaspersky JULEH3UOHHOE
7. MicrosoftOffice 2016 Microsoft JInnen3nonHoe
8. Zoom Zoom JIMLIEH3UOHHOE
. Iepeyens Bl u UCC
Nenn HaunmenoBanue
/m
1 | MexnyHnapoansle pedepatuBHble HaykoMeTpuueckue bJl, nocrynHsie B pamkax
HaloHaILHOH moanucku B 2020 T.
WebofScience
Scopus
2 | [Ipodeccruonanbubie noaHoTekcToBbIe B/], 1OCTyIHBIE B paMKax HallMOHAIbHOMN
noamnucku B 2020 T.
KypuansiCambridge University Press
ProQuest Dissertation& Theses Global
SAGE Journals
Kypnanst Taylor and Francis
3 | [Ipodeccrnonanbubie monHOTEKCTOBBIE B]]
JSTOR
W3nanus mo oOIEeCTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnekTponHas oubimoreka Grebennikon.ru
4 | KoMmbroTepHbIEC CIIPAaBOYHBIC TIPABOBHIE CUCTEMBI

KoncynsranT Ilntoc,
I"apanT
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